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Revision History
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changes to this manual for release 5.4:

The mailing address for the Department of State has been updated.
The URL to SEVIS has changed (https://egov.ice.gov/sevis/).

Reminder: You must log into SEVIS a minimum of once every 90 days to keep your
SEVIS password active.

Section 2.5.1, Complete Page 1 of the Form DS-2019—Personal Information
Section 2.5.2, Complete Page 2 of the Form DS-2019—Site of Activity
Section 2.5.3, Complete Page 3 of the Form DS-2019—Dependent Information
Section 2.5.8, Reprint a Form DS-2019

Section 2.6.2.3.1, Add Dependent (EV in Initial Status)

Section 2.6.2.3.3, Edit Dependent Data (EV in Draft or Initial Status)

Section 2.6.2.3.4, Reprint Form DS-2019 for a Dependent (EV in Initial Status)
2.6.2.6, Add Site of Activity (EV in Active Status)

Section 2.7.11, Change of Category Request (EV in Active Status

Section 2.7.1.5, Extension Beyond the Maximum Duration of Participation Request (EV
in Active Status)

Section 2.7.2.1, Edit Biographical Information and U.S. Address (EV in Active Status)
Section 2.7.2.4.2, Add Site of Activity (EV in Active Status)

Section 2.7.3.1, Transfer an Exchange Visitor (EV in Active Status)

Section 2.8, Exchange Visitor Information Screen—Inactive Status

Section 2.8.2, Reinstatement Request (EV in Inactive Status)

Section 2.8.3, Reinstatement Request for G-7 Participants (EV in Inactive Status)
Section 2.8.4, Cancel Reinstatement Request (EV in Inactive Status)

Section 2.9.1, Transfer—Exchange Visitor Personal Information and U.S. Address
Section 2.9.2, Transfer—Add Site of Activity

Section 2.10.3.1, Reinstatement — Update SEVIS Status Request for an EV
Section 2.10.3.2, Reinstatement — Update SEVIS Status Request for Dependent
Section 2.11.2, List of Alerts

Appendix C, Download the Latest Version of Adobe Flash Player

October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

e Appendix E, Exchange Visitor Categories

October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

TABLE OF CONTENTS

1. INTRODUCTION ... s s e s s s s s s s s s s s s s asn s s s s anssnnnnnnns 1
Lo1 RESOUICES ..ttt et b e et sbe e ettt e st e bt e et e e bt e sateesane e 1
1.2 Purpose OF SEVIS ...ttt ettt et e e et e e s ta e e snaeeeenseeennseas 2
1.3 Privacy Act CONSIAETALIONS ......ccueriiriiiriieiieiienieeie ettt ettt sttt e 3
1.4 Security REMINAET ......cccuiiiiiiiiiiiii ettt ettt ettt e b e e seeenseenne 3
1.5 Acronyms and ADDIEVIATIONS ........cc.eervieriieriiieitieeieeiieeteesieeeseesteeeseesseeesseessseenseessseenseens 4
1.6 DISCIAIIMET ...ttt ettt et sttt s e et st e e bt e et e e naeesaeeenee 4
2. DESCRIPTION OF SYSTEM FUNCTIONS. ........coo e 4
2.1 Overview of Screen COMPONENLS .....cc.veeecuiieeiiiieeiieeeieeeieeeeieeeereeesreeesaeessraeeesaeeeaneeennes 4
2.1.1 SEVIS Screen COMPONENLS ........coouviriiiiiieriieienieeieesee ettt ereesireeneesinesneens 5
2.1.2 Additional SEVIS Screen COMPONENLS .........ccuveeiieriieiieniieeiienieeiee e eieesveeseesaeeas 6
2.1.3 Online Help FUNCHIONS .......cociiiiieiiieiiecie ettt ettt s ve e e es 6
2.1.4 Print the Online HelP .......coooviiiiiiiiie et 8
2.1.5 TULOTIAL ..ttt ettt ettt e et e st e e bt e s et e eabeesateenbeenneens 9
2.2 AcceSSING SEVIS ..ottt ettt ettt et enae e 9
2.2.1 Guidelines for Passwords .........ccooieriieienieiieniesieieee e 11
2.2.2 Additional Information About the SEVIS Login Screen..........cccoeeevvveevieeeiieenneenns 14
223 Log Into SEVIS L. 14
224 L0g OUt Of SEVIS . ..ottt ettt ettt enbeees 15

2.3 Exchange ViSitor SEArch...........ccciiiiiiiiiiiiieiieciieicce ettt 16
2.4 EXChange ViISItOr LiStS....ccuiiiiiiiiiiieeiiieciiie ettt eetee e e et e e e e saaeesseaeeenaeesnseeens 22
2.5 Creating an Exchange Visitor Form DS-2019 .......ccccoooiiiiiiiiniiniiinieeececeeenens 27
2.5.1 Complete Page 1 of the Form DS-2019—Personal Information...........c..ceceveennene 28
2.5.2 Complete Page 2 of the Form DS-2019—Site of ACtVItY ...cceeevvveevierieeiieiieeeienee 36
2.5.3 Complete Page 3 of the Form DS-2019—Dependent Information .......................... 40
2.5.4 Complete Page 4 of the Form DS-2019—Financial Information............ccccceeeuneee 44
2.5.5 Submit the FOrm DS-2019......cccoiiiiiiiiiiieeeeeeee e 48
2.5.6 Print a Draft or Final Form DS-2019.........cccooiiiiiiiiiiieeeee e 48
2.5.7 Signature on SEVIS Form DS-2019......c.oiiiiiiieeeeee et 50
2.5.8 Reprint a FOrm DS-2019......cc.oiiiiiiiiiiiieeeeeeeee e 50

2.6 Exchange Visitor Information Screen—Initial Status ..........ccccoovveveiiiniininncnicnicneees 51
2.6.1 Actions Menu—EV in Initial Status.........ccccovieiiniinieniiieeeceeeee e 53
2.6.2 Edits Menu—EV in Initial Status ........cocooiiiiiiiiiiieeeee e 58
2.7 Exchange Visitor Information Screen—Active Status .........ccccecevierieniniieneeneenienienens 71
2.7.1 Actions Menu—EV in ACtiVe Status........ccceeveiiirieniiriienieieniesieeeeee e 72
2.7.2 Edits MenU—ACtIVE STALUS ....ccuiriiriieiieieiiierieeieetee ettt s 93
2.7.3 Transfer Menu—EV 1n ACtiVe Status.......cccueeriiiiiiiiiiiieieeieeeeeeeee e 109
2.8 Exchange Visitor Information Screen—Inactive Status..........cccoeeeveevenicniinennicneene. 111
2.8.1 Correct Minor or Technical Infraction (EV in Inactive Status)...........cccccceevveennenn 111
2.8.2 Reinstatement Request (EV in Inactive Status)........cccocceeeeiieniieiieniiicieeeeceeee, 112
2.8.3 Reinstatement Request for G-7 Participants (EV in Inactive Status)..................... 114

October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

2.8.4 Cancel Reinstatement Request (EV in Inactive Status).........ccceeeveevveeviienieenieennnen. 116

2.8.5 Terminate Exchange Visitor (EV in Inactive Status) .........ccccoeveeiviieeniieinieeee. 116

2.9 Transfer Procedures for Receiving Program...........c.cccooeeviiiiiiiniiiincieccieecee e 116
2.9.1 Transfer—Exchange Visitor Personal Information and U. S. Address.................. 117

2.9.2 Transfer—Add Sit€ Of ACHVILY ...cccvieriiiriieiieeiieiie ettt 123

2.9.3 Transfer—Add Dependent/Edit Dependent Data............ccceeeveeeienciieniecceenieenen. 123

2.9.4 Transfer—Financial Information.............ccoceoiiiiiiiiiiiiii e 126

2.9.5 Validate the EV’s Program Participation (EV in Transfer Status)...........cccceeenee. 129

2.10  SEVIS Correction ProCedures..........coceeverierienierienieniieiesteieeteseesie e 130
2.10.1 30-Day Correction Period for SEVIS Status .......cccceevevieeviiiiniiiiiieieeeiee e, 130

2.10.2 30-Day Correction Period for SEVIS Status for Dependent ............ccccceeuveenneee. 133

2.10.3 Reinstatement — Update SEVIS Status Request ..........ccoceeveriiniininicniencnniennen. 134

2.10.4 Cancel Reinstatement — Update SEVIS Status Request...........ccccceevieeciienieennn. 141

B B BN (<) OSSR PPSRRRRR 141

2. 1101 VIEWING ALCTES ..eeeeuiiieeiieeciieeetie ettt e et e e ve e e v e e s taeestaeesssaeeenseeensseeensseeas 143

2.11.2 LSt OF ALCTES ittt ettt et sttt e eeaeeas 143

212 REPOTES ettt ettt ettt e ettt e ettt e et e e et e e et e e e bt e e sabee e st teeabeesnbeeeabeeenteesnreas 146
2.12.1 Generate @ REPOTL ....cccuiiieiiiieiieeeiie ettt e e e s 147

2.12.2 Print @ REPOTT....oieeeiieeiiieciie ettt tee et e et e e e tae e s ta e e sntaeessbeeesnsaeennsee s 148

2.12.3 Copy and Paste @ RePOIt.......cc.coouiriiiiiiriiniiiiiiieneeieeteeeeeeeeee e 150

2.12.4 Paste a Report into an Excel Spreadsheet............ccccoeviieiiieniiniieniiiciecieecieeen 152

3. OPERATING INSTRUCTIONS...... ..o iieecrinnirrrrrrsmsssss s s s s s s s s s s nmmsssssnns 153
3.1 TNItIAte OPEIAtION ..eouvieniieeiiieiieeitt ettt ettt et ettt e et e e teeeabeeseesabeeseesnbeenseesnseeseesneas 153

3.2 Maintain OPEIAtION .....eeeiurieeiiieeiieeeiieeeitteeeitteeeteeesteeesteeeeseeessseeensseeessseeensseesnsseesnsseesns 154
3.3 Terminate and Restart OPErations .........c..ceccuveeeiieeeriiieeniiieeniieesieeeereeesreeesereeeseseeesaneeens 154

4. ERROR HANDLING ... ..o s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s sssssnsnnnes 154
5. HELP FACILITIES......... o ssssssssnes 154

APPENDIX A—ACRONYMS AND ABBREVIATIONS

APPENDIX B—DOWNLOAD THE LATEST VERSION OF ADOBE ACROBAT
READER

APPENDIX C—DOWNLOAD THE LATEST VERSION OF ADOBE FLASH PLAYER

APPENDIX D—STATUS VALUES FOR EXCHANGE VISITORS AND DEPENDENTS

APPENDIX E—EXCHANGE VISITOR CATEGORIES

October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

APPENDIX F—PRINTING INSTRUCTIONS FOR NETSCAPE VERSION 7.0

ATTACHMENT A—RESOURCES

ATTACHMENT B—DOS MAXIMUM AND MINIMUM DURATION OF PARTICIPATION
RULES

iii
October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

EXHIBITS
Exhibit 1: Criminal Penalties...........ccoiiiiiiiiiiiiie e 3
Exhibit 2: Listing of Programs and Screen COmMpPONENts............coeevuerierieneenieniieneenieeeeneenieeeenne 5
EXhibit 3: HEIP SCIEEM .....eiiuiiiiiieiiecie ettt ettt ettt e et e et e sabeebeeenbeenseesaseenseesnnes 7
Exhibit 4: Set PassWord SCIEEM ......cc.uiiuiiiiiiiiieiieie ettt ettt 10
Exhibit 5: SEVIS LOZIN SCIEEM ......ccciiiiiiiieeiiieeiiee ettt tee e etee e saee e e e snaeeesnneeennneaens 11
Exhibit 6: Listing of Programs SCIEen...........cccuivuiriiriiiiiiiriiicienesteeeese e 15
Exhibit 7: Navigation Bar—Logout Link.........ccccoeoiiiiiiiiiiiiiicieeeeeeeeee e 16
Exhibit 8: Listing of Programs Screen—Search LinK ..........c.ccovevviiiiiiiiienieiiiecieeieeee e 16
Exhibit 9: Exchange Visitor Search SCreen...........coocviiiiiiiiiiiieeiieeie e 17
Exhibit 10: Search Results SCIrEemn ........c.coviiiiiiiiiiiiiieee et 21
Exhibit 11: Exchange Visitors and Dependents Menu...........ccceeeerieneiienienennienieneeeeeeseenes 22
Exhibit 12: Listing of Programs Screen—New Exchange Visitor LinK...........ccccooeevinienennnnen. 27
Exhibit 13: New Exchange Visitor Personal Information Screen ............cccccveevvieeiiieenieeenieen, 29
Exhibit 14: Subject/Field Remarks ..........cccocuoiiiiiiiiniiiiiiieeeee e 34
Exhibit 15: Site Of ACHVIEY MENU.......oooiiiiiiiiiiieiieeie ettt ettt et aeeteesaeessaeesbeesaeen 36
Exhibit 16: Exchange Visitor Information Screen—Add Site of Activity .......ccceveeceevienennnenen. 37
Exhibit 17: Exchange Visitor Dependents MenU ...........cccceecieeeriieeniieeniie e e eevee e e 40
Exhibit 18: Exchange Visitor Information Screen—Add Dependent ..........cccccoeeveeiiiniincnncnen. 41
Exhibit 19: Financial Information SCTeEN.........ccceviiriiiiiiiiniiiiiieeeceeee e 45
Exhibit 20: Exchange Visitor Information Screen—Initial Status ...........cccceveevieniiiiniiencenenen. 52
Exhibit 21: Validate Program SCIEEM .........cccuviiriiiiieiiiieiie ettt e e e seveeeiaeeeeaeeenes 56
Exhibit 22: Category and Subject/Field Screen...........ccooieviniiniiiiniiniiniicececeeeen 59
Exhibit 23: List of Subject COdeS SCIEEN ........ceviieiiiiiiieiieeie ettt ettt ebe e 60
Exhibit 24: Exchange Visitor Information Screen—Active Status .........ccecvevveeveenieeniieecieeninenns 72
Exhibit 25: Change of Category Request SCIreen.........oovviiieiiiiiiiieeieeceeecee e 75
Exhibit 26: Cancel Change of Category Request SCreen ..........coceeveviirieninicnicnenicnecneeeeen 80
Exhibit 27: Correct Minor or Technical Infraction Screen...........ccoocvevervienienienenienieneeieeeee, 81
Exhibit 28: End Program for EV SCreeN........ccccccuiiiiiiiiiiiieiiieiiecie ettt eve e 83
Exhibit 29: Extension Beyond the Maximum Duration of Participation Request Screen............ 85
Exhibit 30: Extension Within the Maximum Duration of Participation Screen..........c..cccceeueeeeee. 87
Exhibit 31: Matriculation SCTEEN.........cceiviiiiiiiiiiiierieeee et 89
Exhibit 32: Terminate EV SCIEEM .......ccoiiiiiiiiiiiiieeieseeeee ettt 92
Exhibit 33: Biographical Information SCIreeN..........cccviiiiiiieriiieieiieeeiie et 95
Exhibit 34: Terminate Dependent SCIEEN.........ccceriiriiiiiiiiiiirirerteeetese et 101
Exhibit 35: Dependent End of Status SCreen.........cccvieviiiiiiiiiieiiecie e 103
Exhibit 36: Exchange Visitor Information Screen—Edit Site of ACtiVity .......cccceveveviereeiennnene 105
Exhibit 37: Subject/Field SCIEeN .......c.eiiiiiiiiiie ettt 108
Exhibit 38: SEVIS to SEVIS—Exchange Visitor Transfer Screen..........cccccoceveevenicnienennene 110
Exhibit 39: Exchange Visitor Personal Information Screen for Transfer EV ... 118
Exhibit 40: Correct SEVIS Status SCIEEMN......cc.eeouiruiiriiiiiiiieitieieeteseete e 131
Exhibit 41: Reinstatement — Update SEVIS Status for Exchange Visitor Screen...................... 136
Exhibit 42: Listing of Programs Screen—Alerts Link ........cc.ccccoviiniiiiniiniinineciceicee 142
Exhibit 43: Alerts for Whispering Pines Institute SCreen...........coocvevieriienieniiienieeieeeieeeeee, 142

October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

Exhibit 44:
Exhibit 45:
Exhibit 46:
Exhibit 47:
Exhibit 48:
Exhibit 49:
Exhibit 50:

REPOTLS SCTEEM ....eeeiiiiiiiieiiee ettt et et e s 147
Internet Explorer Page Setup WIndow ..........ccceeeiieiiiiiiiiiiieieecieeeeeee e 148
Netscape Page Setup WINdOW ........cocviiiiiiiiiiiieieeee e 149
SEVIS Country Levels by Program Sponsor Report—HTML Format................... 151
SEVIS Country Levels by Program Sponsor Report—Text Format....................... 151
Convert Text to Columns Wizard ...........cocevierierieniinenieneeee e 152
Page 2 of the Convert Text to Columns Wizard............cccooveeeiiieeciieeniieeeiie e 153

October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

1. INTRODUCTION

This manual was written as a resource for Exchange Visitor Program Sponsor users, that is,
Responsible Officers (ROs) and Alternate Responsible Officers (AROs) of the Student and
Exchange Visitor Information System (SEVIS). It is presented in two separate volumes in order
to delineate the Form DS-2019, and Form DS-3036, DS-3037, and other program updates. This
volume addresses the procedures for creating, issuing, and modifying Forms DS-2019 for
exchange visitors (EVs) and dependents. This user manual reflects the changes to SEVIS
effective with Release 5.4.

1.1 Resources

To obtain administrative guidance on the Exchange Visitor Program, the Exchange Visitor
Program regulations (22 Code of Federal Regulations (CFR) Part 62), or program or exchange
visitor issues or concerns, contact the Office of Exchange Coordination and Designation,
Bureau of Educational and Cultural Affairs, Department of State:

e Academic and Government Division (AG)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/AG - SA-44, Room 820

301 4th Street, SW

Washington, DC 20547

Telephone: (202) 203-5029

Fax: (202) 453-8640

Responsible for the administration and oversight of the following categories:
— Government Visitor

— International Visitor

— Professor

— Research Scholar

— Student (College/University)
— Short-Term Scholar

— Specialist
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e Private Sector Programs Division (PS)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/PS - SA-44, Room 734

301 4th Street, SW

Washington, DC 20547

Telephone: (202) 203-5096

Fax: (202) 203-5087

Responsible for the administration and oversight of the following categories:
— Alien Physician

— Au Pair

— Camp Counselor

— Student (Secondary/High School)

— Summer Work/Travel

— Teacher

— Trainee

See Attachment A, Resources, for additional resource information.

1.2 Purpose of SEVIS

SEVIS facilitates timely reporting and monitoring of international students, EVs, and their
dependents in the United States. SEVIS is an Internet-based application for electronically
monitoring and reporting on these individuals. SEVIS enables program sponsors and schools to
transmit electronic information to the Immigration and Customs Enforcement (ICE) bureau and
the Department of State (DoS) throughout a student’s or EV’s program in the United States.

SEVIS enables the submission of designation applications. Once designated as an Exchange
Visitor Program sponsor, users may update program sponsor information, submit updates to DoS
that require approval, and create and update J-1 EV and J-2 dependent records (that is,
accompanying spouse and dependent children records). The DoS Office of Exchange
Coordination and Designation has the capability to review and approve updates made to program
sponsor and EV records using SEVIS, and ROs and AROs will be notified via email of the
results.

This manual contains instructions for accessing SEVIS with a permanent user identification (ID)
and password; creating and processing Forms DS-2019, Certificate of Eligibility for Exchange
Visitor (J-1) Status; viewing alerts on EVs; and viewing and printing a variety of reports.

Once a program sponsor has been authorized to use SEVIS, all Forms DS-2019 must be created
in and issued from SEVIS. Once an EV’s data are entered in SEVIS, program sponsor officials
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must update the EV’s record and report on the events as required by the regulations. See 22
CFR 62, Subpart F, of the Exchange Visitor Program regulations for a detailed explanation.

1.3 Privacy Act Considerations

Access to SEVIS is restricted to authorized users. SEVIS contains confidential information
concerning international students, EVs, and their dependents. Unauthorized access to and
disclosure of this information could affect the privacy to which individuals are entitled under
Section 552a of Title 5, U.S. Code. This information is protected by the Privacy Act, as well as
by Federal and agency regulations. Exhibit 1, Criminal Penalties, provides information on the
penalties for unauthorized access and disclosure of this information.

Exhibit 1: Criminal Penalties

Criminal Penalties

(1) Any officer or employee of an agency, who by virtue of employment or official position, has
possession of, or access to, agency records which contain individually identifiable information,
the disclosure of which is prohibited by U.S. Code Section 552a or by rules or regulations
established thereunder, and who knowing that disclosure of the specific material is so prohibited,
willfully discloses the material in any manner to any person or agency not entitled to receive it,
shall be guilty of a misdemeanor and fined not more than $5,000.

(2) Any officer or employee of any agency who willfully maintains a system of records without
meeting the requirement to publish a notice in the Federal Register regarding the existence and
character of the system of records, shall be guilty of a misdemeanor and fined not more than
$5,000.

(3) Any person who knowingly and willfully requests or obtains any record concerning an
individual from an agency under false pretenses shall be guilty of a misdemeanor and fined not
more than $5,000.

1.4 Security Reminder

SEVIS was developed to maintain multiple levels of security in both the real-time and batch
systems to help protect against unauthorized access. One of the most important actions that you
can take is to safeguard your user ID and password. Your SEVIS user ID and password are
intended for your use only. Do not share your user ID and password with any other person and
do not keep a written record of your user ID and/or password in a location that can be accessed
by others. For program sponsor officials, the Exchange Visitor Program regulations (22 CFR
62.71(b) and 62.79(a)(3)) specifically address this issue.

If you suspect that your password has been compromised, you can reset it using the Change
Password or Request Password Reset link on the SEVIS Login screen located at
https://egov.ice.gov/sevis/. Alternatively, you can contact the SEVIS Help Desk at

(800) 892-4829 to have your password reset.

If you believe that an unauthorized person has obtained access to international student or
exchange visitor data in one of your internal systems (e.g., local batch system) or if you believe
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an unauthorized person has gained access to SEVIS, please notify the Department of Homeland
Security (DHS) Help Desk immediately at (888) 347-7762. The DHS Help Desk is staffed 24
hours a day and can assist with security concerns only. All other SEVIS concerns or questions
should still be directed to the SEVIS Help Desk at (800) 892-4829. When calling the DHS Help
Desk to report a security concern, it will be helpful to have the name(s) and contact information
for the Principal Designated School Official/Designated School Official (PDSO/DSO), RO,
ARO, and school or program technical and security contacts, as appropriate.

The DHS Help Desk will contact the Student and Exchange Visitor Program (SEVP) office
immediately. SEVP will work with you to take appropriate steps to protect and prevent loss of
SEVIS information. Such actions to be taken may include issuing new SEVIS user IDs and
passwords as well as loading new security certificates for the SEVIS batch upload process, if
applicable. Additionally, school and sponsor officials who believe that their internal systems
may have been compromised should follow their local formal security procedures.

System security is a serious matter. SEVP is committed to addressing any system security
concerns or issues that may arise.

If you need assistance, please contact the DHS Help Desk at (888) 347-7762.

1.5 Acronyms and Abbreviations

Appendix A, Acronyms and Abbreviations, includes a list of terms, abbreviations, and acronyms
used in this document.

1.6 Disclaimer

All persons, schools, programs, email addresses, and events depicted in this document are
fictitious, and no similarity with any real persons or entities, living or deceased, is intended or
should be inferred.

The term “status” is used extensively throughout this manual. Unless otherwise noted, the term
“status” refers to the EV’s or dependent’s status in SEVIS.

2. DESCRIPTION OF SYSTEM FUNCTIONS

The following sections provide step-by-step instructions for using SEVIS. Included are
directions for creating, issuing, and modifying Forms DS-2019 for EVs and dependents. Other
program sponsor updates are discussed in Volume I of this manual.

21 Overview of Screen Components

This section explains SEVIS screens and their components and how to navigate through the
application.

Exhibit 2, Listing of Programs and Screen Components, is an example of the screen that displays
when logging into SEVIS. It includes various options that are available on the navigation bar
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and links that are available from within the list of program sponsors. The screen components are
labeled with the terms used in this manual.

Exhibit 2: Listing of Programs and Screen Components

a SEYIS 1 Eligibility Launch Page - Microsoft Internet Explorer

15
File Edit Wiew Favorites Tools  Help |"l4

@Back - O ™ D @ ;b|psaarch *Favorites @Media @' D}zv :;\, - e J ﬂ

Address aqttps:,i,l’eguv‘ice.guv,l’sevis,l’ j '—) Go Links
" T3 "

Rewrs, US. Immigration 8 [y -
.| abd Customs Student & Exchange Visitor
e Epforcement o, Information System
L -
Adobe Reade
Listing of Programs
* Indicates an alert for that program

Name of Progra Location {City/State) Status Role Commands
Armerican Au Pair Agency, Inc, Anytown, WA PROGRAM ACTIVE ARC Search Mew Exchange Wisitor EV Lists Reports
Mational Monspecialt\Schoal WASHINGTON, DC PROGRAM ACTIVE ARC Search Mew Exchange Wisitar # Alerts EV Lists Reports
Sunnvdale Schoal Sunnydale, DC PROGRAM ACTIVE ARC Search Mew Exchange Wisitor EV Lists Reports
Whispering Pines Institf\te FAIRFAK, WA PROGRAM ACTIVE  ARC Search Mew Exchange Wisitar * Alerks BV Lists Reports

N y
Y

Links

Navigation Bar

Browser Toolbar

SEVIS
Role

08/07/2006 (Monday)

2.1.1 SEVIS Screen Components
The following is a list of components that may be available on SEVIS screens:

e Browser Toolbar—This is the toolbar displayed by the browser used to access SEVIS.

e Navigation Bar—The navigation bar lists the role for the logged-in user and the
following functions:

— Main—Used to access the Main screen or, if performing as a program sponsor user
and a school user, the screen from which you select either the Listing of Programs
(J visa) or Listing of Schools (F and M visas) link to display the programs or schools
for which you are an authorized user

— Help—Used to access Online Help for SEVIS

— Tutorial—Used to view a brief demonstration of how to use SEVIS
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21.2

— Logout—Used to exit the system

— Get Adobe Reader— Used to access the Adobe web site and download the latest
version of Adobe Acrobat Reader (used for printing Forms), if you do not have
Version 5.0 or higher installed on your computer. (See Appendix B, Download the
Latest Version of Adobe Acrobat Reader, for instructions).

Links—Click underlined text to advance to a different screen within SEVIS.

Additional SEVIS Screen Components

Additional screen components that display on some SEVIS screens include the following:

213

Scroll Bar—This is the part of a window that enables users to see additional information.
SEVIS uses scrollbars on the bottom and/or the right side of some windows.

Fields—These are areas on the windows where data may be typed or selected or in which
system-generated data are displayed.

Buttons—These buttons allow users to process data and move between screens. SEVIS
uses the following types of buttons:

— Command Buttons—Click to execute a command. For example, clicking this button

PrintDS-2019 | opjcs you to print a copy of the Form DS-2019.

— Radio Buttons Click to make a selection. Only one radio button may be
selected at a time.

Other Input Methods
v

— Check Boxes —Click to make one or more selections. Click the check box again
to remove the check mark.

— Drop-Down Lists [z1—Click the down arrow to display a list and then make a
selection.

Online Help Functions

Online Help is always available by clicking the Help link on the navigation bar at the top of
SEVIS screens. Doing so opens a new browser window containing Online Help. The left panel
(part of the window) contains a list of Online Help topics, and the right panel contains the text
associated with the Online Help topic selected. Exhibit 3, Help Screen, is an example of the
screen that displays after clicking the Help link.

Note: The Online Help requires the use of Java Script; it does not function properly if Java
Script is disabled
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Exhibit 3: Help Screen

‘ | @ Contents m Index @ Search

B

@ General Topics

D Help on Help

D SEVIS Dwerview, Background Informal

D Login Process

D Privacy Act Conziderations
Spztern Hequirerents

% Help Information
Uzer D and Pazsword Infamation
Department of State Infarmation

Frograms
Exchange Yisitars
Batch Interface

Definitions and D ata Fields

I3

Help on Help

srunE:NT & EXCHAMNGE VISITOR
INFORMATION
SYSTEM
94
i '1

How to Use SEVIS Help

Help is always available in SEVIS. Click the Help link on the navigation bar at the top of
the screen to open this new browser window . Then:

® The table of contents displays; click a folder to display a list of topics. Click a topic
name to view the Online Help text for that topic in the right panel (this is the right

panel).
or
e # Click the Index button. Enter ales—""" TreHeagpord in the text box provided,
“-.0OR scroll throygh the=s=" Tetndeyx tab. Click a
2.1.3.1 Online Help Table of Contents

To use the Online Help table of contents, perform the following:

1. Click the Contents (@) button.
2. In the left panel, click a folder to display a list of topics.

3. Click a topic name to view the Online Help text for that topic in the right panel.

2.1.3.2 Online Help Index
To use the index, perform the following:

1. Click the Index (m) button.

2. Enter a keyword or partial keyword in the text box provided and press Enter.

or

Scroll through the list using the scroll bar on the right side of the left panel.

3. Select a keyword in the left panel to view the Online Help text for the topic in the right panel.
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2.1.3.3 Search
To search on a word or phrase, perform the following:

1. Click the Search (@) button.

2. Type search criteria in the text box provided and press the Enter key. The results of the
search will display in the left panel as a list of topics containing the word or phrase entered.

3. Click a topic name to view the Online Help text for that topic in the right panel.

2.1.3.4 Show/Hide Left Panel
To hide and show the left panel of the Online Help screen, perform the following:

1. To hide the left panel, click the Hide (@) button in the upper-right corner of the left panel.
2. Click the Contents (@), Index (m), or Search (@) button to restore the left panel.

2.1.3.5 Jumps

To use the jump feature, perform the following:

1. When viewing the Online Help text for a topic in the right panel, click an underlined word or
phrase to jump to a new topic.

2. To return from a jump, click the Back button on the browser toolbar.

Note: Some underlined phrases are web links. They are identified by the text that precedes
them. When finished viewing a web page, click the Close (2I) button in the upper-right corner
of the browser window.

2.1.3.6 Close Online Help
Close Online Help by clicking the Close (Xl) button in the upper-right corner of the Help screen.

2.1.4 Print the Online Help

Printing the Online Help is different for Internet Explorer and Netscape users. It is important to
note that the entire Online Help cannot be printed, no matter which browser is used. Only the
topic currently being viewed may be printed (that is, one topic at a time).

2.1.4.1 Internet Explorer Users
To print an Online Help topic using Internet Explorer, perform the following steps:
1. Click anywhere in the right panel.

2. Click the Print ( & ) button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
1. Click anywhere in the right panel.

2. Select Print from the File menu. A Print window displays.
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3. Ifnecessary, click the General tab to move it on top of the other tabs.

4. Ensure that the appropriate printer is selected in the Select Printer list. If not, select the
correct printer from the list.

5. Click the Print ( 8 ) button to print to the designated printer.

2.1.4.2 Netscape Users
To print an Online Help topic using Netscape, perform the following steps:
1. Click anywhere in the right panel.

2. Click the Print ( & ) button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
1. Click anywhere in the right panel.

2. Select Print from the File menu. A Print window displays.

3. Ensure that the appropriate printer is selected in the Printer Name drop-down list. If not,
select the correct printer from the list.

4. Click OK to print to the designated printer.

2.1.5 Tutorial
To view a SEVIS demonstration, click the Tutorial link on the navigation bar. Follow the

instructions on the screens of the demonstration. Click the Close (Xl) button in the upper-right
corner of the window to close the demonstration at any time.

Note: The tutorial cannot be viewed using versions of Netscape lower than 4.79. If using an
older version, go to the Netscape web site and download Version 4.79 (or higher). Also, for best

results, the online tutorial should be viewed using a 17-inch or larger monitor with a monitor
setting of 1024x768.

Note: Adobe Flash Player must be installed on the computer in order to view the tutorial. If
Adobe Flash Player is not installed on your computer, see Appendix C, Download the Latest
Version of Adobe Flash Player, for downloading instructions.

2.2 Accessing SEVIS
SEVIS requires use of the following:
e Internet Explorer Version 5.0 or higher or Netscape Version 4.7 or higher
e Adobe Acrobat Version 5.0 or higher—If you do not have Adobe Acrobat Version 5.0 or

higher on your computer, see Appendix B, Download the Latest Version of Adobe
Acrobat Reader, for instructions.
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e Laser printer—Laser Postscript printer with 32MB of random access memory (RAM)
(96MB is recommended) or a Laser printer with 32MB of RAM (64MB is
recommended).

e Adobe Flash Player—Adobe Flash Player must be installed on the computer in order to
view the tutorial. If Adobe Flash Player is not installed on your computer, see
Appendix C, Download the Latest Version of Adobe Flash Player, for downloading
instructions.

An authorized user must have a permanent user ID and password to access SEVIS. When
approved to use SEVIS, you will receive an email message containing your user ID and a second
message containing a secure link to SEVIS. The secure link is associated with your user ID and
is active for 30 days. It may only be used to create a password for your user ID.

To create your password, perform the following:

1. Click the link contained in the email message. The system displays the Set Password screen
as shown in Exhibit 4, Set Password Screen.

Exhibit 4: Set Password Screen

USS. Immigration & ' “—
nd Cuslo ms ¥ Student & Exchange ¥isitor EVI
Information System

Confirm password:
Set Password

2. Enter your user ID in the Username field.

3. Enter your password in the Password field. Refer to Section 2.2.1, Guidelines for
Passwords, for instructions on creating a password.

4. Enter your new password again in the Confirm Password field.

5. Click the Set Password button. The system displays a message stating that you have
successfully created a password. If the password is not successfully created, a message
indicating the reason will display and you will be able to enter the appropriate data.

6. Once the password is successfully created, click OK and the system will display the SEVIS
Login screen. Exhibit 5, SEVIS Login Screen, is an example of the screen.

Note: After creating your password, use the SEVIS Login screen (https://egov.ice.gov/sevis/) to
access SEVIS and perform all of your SEVIS-related tasks.
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REMINDER: You must log into SEVIS a minimum of once every 90 days to keep your SEVIS
password active.

Exhibit 5: SEVIS Login Screen

Student & Exchange VYisitor
Information System

2.2.1 Guidelines for Passwords

The email you receive from SEVIS when approved to use the system, and the Online Help,
provide the specific requirements for SEVIS passwords. General guidelines for SEVIS
passwords are as follows:

You cannot reuse your previous six passwords.

SEVIS passwords have a maximum life span of 90 days. When logging into SEVIS after
90 days, the system automatically displays the Change Password screen. See Section
2.2.1.1, Change Password Every 90 Days, for instructions.

Protect your password. If you suspect that your password has been compromised and
you are unable to change it using the Change Password link or the Request Password
Reset link, contact the SEVIS Help Desk at (800) 892-4829 to have your password reset.

SEVIS user IDs and passwords are suspended after three unsuccessful log-in attempts.
Use the Request Password Reset link (see Section 2.2.1.3, Request Password Reset, for

11
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instructions) on the SEVIS Login screen or contact the SEVIS Help Desk at
(800) 892-4829 to have your access to SEVIS reinstated.

e Do not share your SEVIS user ID and password. At no time and under no circumstances
is your SEVIS user ID and password to be shared with anyone, either on a transitory or
permanent basis (see 22 CFR 62.71(b) and 62.79(a)(3)).

Note: Your password can only be changed once every 7 days.

REMINDER: You must log into SEVIS a minimum of once every 90 days to keep your SEVIS
password active.

2.2.1.1 Change Password Every 90 Days

You must change your password every 90 days. After 75 days, when you log into SEVIS, the
system displays a message asking if you would like to change your password at that time. If you
click:

e Yes, the Change Password screen will display.

e No, you will be logged into the system.

After 90 days, when logging into SEVIS, the system automatically displays the Change
Password screen and you must change your password.

Note: Your password can only be changed once every 7 days.

To change your password, perform the following:
1. Enter your current password in the Old Password field.

2. Enter your new password in the New Password field.

Note: You cannot reuse your previous six passwords.
WARNING: Be careful when entering a password.

e Caps Lock—Passwords are case sensitive. When creating a password using a mix of
uppercase and lowercase letters, it must always be entered that way. If the Caps
Lock key on the keyboard is turned on and you intend to enter “abcdeF9#”, the
system reads the following password: ABCDEf9#. To SEVIS, these passwords are
not the same.

¢ Numeric Keypad—If using the numeric keypad to enter numbers, be sure to turn on
the Num Lock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

3. Enter your new password again in the Confirm New Password field.

4. Click the Change Password button. The system displays a message indicating that the
password has been changed. If the password is not successfully created, a message stating
the reason displays and you will be able to enter the appropriate data.

5. Click OK to display the Main screen.

12
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Note: If at any time, you suspect that your password has been compromised and you are not
able to change it using the Change Password or the Request Password Reset link, contact the
SEVIS Help Desk at (800) 892-4829 to have your password reset.

REMINDER: You must log into SEVIS a minimum of once every 90 days to keep your SEVIS
password active.

2.2.1.2 Change Password Voluntarily

You may change your password as often as once a week using the Change Password link on the
SEVIS Login screen.

Note: Your password can only be changed once every 7 days.

To change your password, perform the following:
1. Click the Change Password link on the SEVIS Login screen. The system displays the
Change Password screen.

2. Enter your SEVIS user ID in the User Name field.

3. Enter your current password in the Old Password field.
4. Enter your new password in the New Password field.
Note: You cannot reuse your previous six passwords.
5. Enter your new password again in the Confirm New Password field.

6. Click the Change Password button. The system displays a message stating that the
password has been changed.

7. Click OK to display the SEVIS Login screen. Be sure to use your new password when
logging into SEVIS.

REMINDER: You must log into SEVIS a minimum of once every 90 days to keep your SEVIS
password active.

2.2.1.3 Request Password Reset

The Request Password Reset option is available for users to request a new SEVIS password.
Use this function for any of the following reasons:

¢ You have forgotten your SEVIS password.

e Your SEVIS account is locked due to three unsuccessful log-in attempts or 90 days of
inactivity.

e You suspect that your SEVIS password has been compromised and you are unable to use
the Change Password function.

Note: Your password can only be changed once every 7 days.
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To request to have your password reset, perform the following:

1. Click the Request Password Reset link on the SEVIS Login screen. The Request Password
Reset screen displays.

2. Enter your SEVIS user ID in the User Name field.

3. Click the Submit Request button. A message displays stating that the request has been
submitted to SEVIS.

Note: An email is sent to the email address associated with the SEVIS user ID. It provides
instructions for creating a new SEVIS password.

REMINDER: You must log into SEVIS a minimum of once every 90 days to keep your SEVIS
password active.

2.2.2 Additional Information About the SEVIS Login Screen
Additional information about the SEVIS Login screen follows:

¢ Reset button—Click this button to clear all entries on this screen.

o Register for New Account link—This link is used to create a temporary user ID and
password and complete the Form DS-3036, Exchange Visitor Program Application. This
link is not used to obtain a permanent user ID and password for program sponsor
officials.

e Change Password link—Use this link to change your password voluntarily. See
Section 2.2.1.2, Change Password Voluntarily, for instructions.

e Request Password Reset link—Use this link if you have forgotten your password or
your SEVIS account is locked. See Section 2.2.1.3, Request Password Reset, for
instructions.

Note: After 20 minutes of inactivity, your session will time out and you will have to log in again
in order to use SEVIS. This will also happen if you log out of the system improperly; that is,
using the Close (Xl) button in the upper-right corner of the browser window. Always use the
Logout link on the navigation bar to properly exit SEVIS.

2.2.3 Log Into SEVIS

When accessing SEVIS via the Internet (https://egov.ice.gov/sevis/), a Security Alert screen
displays. Click the Yes button to continue to the SEVIS Login screen (Exhibit 5).

Note: After creating your initial password, use the SEVIS web site to access SEVIS and
perform all of your SEVIS-related tasks.

To log into SEVIS, perform the following:
1. Access the SEVIS Login screen at https://egov.ice.gov/sevis/.

2. Enter your user ID in the User Name field.

3. Enter your password in the Password field.
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WARNING: Be careful when entering a password.

e Caps Lock—Passwords are case sensitive. When creating a password using a mix of
uppercase and lowercase letters, it must always be entered that way. If the Caps
Lock key on the keyboard is turned on and you intend to enter “abcdeF9#”, the
system reads the following password: ABCDEf9#. To SEVIS, these passwords are
not the same.

e Numeric Keypad—If using the numeric keypad to enter numbers, be sure to turn on
the Num Lock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

4. Press the Enter key or click the Login button. The system displays a screen containing
important information about the Paperwork Reduction Act.

5. Read the information and then click the I Have Read and Understand This Notice button
to continue. The Listing of Programs screen displays. Exhibit 6, Listing of Programs
Screen, is an example of the screen.

Exhibit 6: Listing of Programs Screen

-
]- F‘l Student & Exchange Visitor EVI
STy Information System

L -

J.S. Immigration s
.| and Customs
Y2y Enforcement

ARD
Get Adobe Reader

Main | Help | Tutorial | Logout

Listing of Programs

* Indicates an alert for that program

Mame of Program Location (City fState) Status Role Commands
Arnerican Au Pair Agence Anytown, VA PROGRAM ACTIVE ARC  Search Mew Ewchange Visitor EV Lists Reports
Mational Monspecialty Schoal WASHINGTON, DC PROGRAM ACTIVE ARO Search Mew Exchange Visitor * Alerts EV Lists Reports
Whizpering Pines Institute FAIRFAR, WA PROGRAM ACTIVE ~ ARC  Search Mew Exchange Visitor * plerts EV Lizts Reports
.--'"'-f_ _ampm—
e

2.24 Log Out of SEVIS

To exit SEVIS at any time, click the Logout link on the navigation bar as shown in Exhibit 7,
Navigation Bar—Logout Link.

WARNING: If you click the Close (%) button in the upper-right corner of the browser
window, you must wait 20 minutes before you can log back into SEVIS. If you try to access the
system before the end of 20 minutes, the following message will display: “A user is already
logged on with this user name.” Use the Logout link on the navigation bar to properly exit
SEVIS.
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Exhibit 7: Navigation Bar—Logout Link

5 ULS, Immignlio' ’ : .
and Customs . SRR & : Student & Exchange Visitor
Enforcement =R AT Information System

Main | Help | Tutorial | Logout ARD
Get Adobe Reader

Logout Link

Note: If the system should lockup at any time, click the Close (2I) button in the upper-right
corner of the browser window to exit SEVIS. If you try to access the system before the end of
20 minutes, the following message will display: “A user is already logged on with this user
name.”

2.3 Exchange Visitor Search

After logging into SEVIS, the system displays a list of programs associated with your user ID.
You may search for an EV or dependent record in any of the programs for which you are
assigned a role. Exhibit 8, Listing of Programs Screen—Search Link, shows the location of the
Search link on the screen.

Note: When performing a search, the system queries only the sponsor data associated with the
search link selected. This search function does not query any other records. To search for EVs
in another program, click the Search link for the appropriate program.

Exhibit 8: Listing of Programs Screen—Search Link

o US. Immignlio' < S, .
and Customs A = a Student & Exchange Visitor
Enforcement e Information System
Main | Help | Tutorial | Logout ARO
Get Adobe Reader
Listing of Programs
* Indicates an alert for that program
Name of Program Location (Cityf5tate) Status Role Commands
Arnetican Au Pair Agency Anytown, WA PROGRAM ACTIVE ARG Search Mew Exchange Wisitor Ev Lists Reports
Mational Nonspecialty School WASHINGTON, DC PROGRAM ACTIVE ARC  Search Mew Exchange Visitor * alerts EM Listz Reports
Whispering Pines Institute FAIRFAX, WA PROGRAM ACTIVE ARQ  Search Mew Exchange Visitor * Alerts EW Lists Reports
. I
Search Link
e __——-"""".'.’ _7____,_F—-"-

To perform a search, complete the following:

1. On the Listing of Programs screen, click the Search link to the right of the name of the
program whose records will be searched. The system displays the Exchange Visitor Search
screen. Exhibit 9, Exchange Visitor Search Screen, is an example of the screen.
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Exhibit 9: Exchange Visitor Search Screen

and Customs
Enforcement

=)
3

USS. Immigration ey : _;ﬁ

Information System

Exchange Visitor Search
Required fields are marked with an asterisk (*).
Select Sort Option, Search By, Search Type and Search Criteria.

* Sort Option

* Sort By:

[Family Mame =l
* pzcanding ¢ Descanding

* Search By IExchanga Visitar -I

* Sort Direction:

* Search Type (Select one radio button and complete the associated field(s).)

* SEVIS ID: |

Note: The entry in the Search By field is disregarded when searching on a SEVIS ID.

" personal Information

* Family Name:

(allows wildeard * as input, =.g. *joh*)

First Hame:
Date of Birth:
Gender: —
Country of Birth:

Country of Citizenship:

Country of Legal Permanent Residence:

(MM/DDAYYTY)

|

" all Exchange Yisitors or Dependents

* Search Criteria (select one radio button and complete the associated field(s).)
' None {(¥alid only when the Search Type is SEYIS ID.)

" search by Category

* Category: I LI

Subject/Field Code: Select

" Search by Status

* Status: | =
Program Start Date Range:

From: | Tor | (MM DDA )
Program End Date Range: Fram: | Tor | MM/ DD
Country of Birth:

=l
Country of Citizenship: =1
Category: =l

Subject/Field Code: Select

" Search by Termination Reason

* Termination Reason: I ;I

Termination Date Range: From: | Tor | (MM{D DY)

" search by Inactive Reason

# Inactive Reason: | =

Inactive Date Range: From: | Taor | (MM DDA

" search by Invalid Reason

* Invalid Reason: I ;I

Invalid Date Range: From: | Tor | (MM{D DY)

search | | ResetVales |

12/16/2005 (Friday)
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. Enter or select the necessary search criteria. Required sections and fields are marked with an
asterisk (*). The following is a list with explanations of the sections and fields on this

screen.

Note: Provide as many search criteria as possible to obtain a manageable list of results. The
system may require additional time to obtain the results of a search that includes only one

search criterion.

Field

Description/Explanation

* Sort Option section

The sort options are required fields; both must be
completed.

* Sort By

Select the Sort By option from the drop-down list.

* Sort Direction

Select the Sort Direction, either Ascending or
Descending.

* Search By section

Select either Exchange Visitor or Dependent.

* Search Type section

Select one radio button and complete the associated
fields.

SEVIS ID

Click this radio button and enter a valid SEVIS ID in
‘N1234567890° format.

Note: When searching by the SEVIS ID, it does not
matter whether Exchange Visitor or Dependent is
selected in the Search By section. If the SEVIS ID
matches, the results will display. Therefore, if the
SEVIS ID of a dependent is entered, but Exchange
Visitor is selected in the Search By section, the
dependent will show in the results.

Personal Information

Click this radio button and complete the following fields,
as applicable. Completion of the Family Name field is
required; the other fields in this section are optional.

* Family Name

Enter the family name of the EV or dependent. If
necessary, use the asterisk (*) wildcard. Enter at least
three characters of the family name, preceded and/or
followed by *; for example:

e joh* may return a list containing family names
such as Johnson, Johanson, and Johannes.

e *son may return a list containing family names
such as Mathison, Johnson, and Gleson.

e *apg* may return a list containing family names
such as Angelus, Langley, and Wang.

First Name Enter the first name of the EV or dependent.
Date of Birth Enter a date of birth in MM/DD/YYY'Y format.
Gender Select an option from the drop-down list.
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Field Description/Explanation
Country of Birth Select a country from the drop-down list.
Country of Citizenship Select a country from the drop-down list.
Country of Legal Select a country from the drop-down list.
Permanent Residence
All Exchange Visitors or Click this radio button to search on all EVs or
Dependents dependents in this program.
* Search Criteria section Click one radio button and complete the associated
fields.
None Click this radio button when searching on a SEVIS ID.
This option is valid only when the Search Type is
SEVIS ID.
Search By Category Click this radio button and complete the following fields
as applicable.
* Category Select a category from the drop-down list.
Subject/Field Code To select the field the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen and make a selection from the Category
drop-down list.

2. Click the Search button to view the list of subjects
for the category selected. Find the subject that most
closely matches the student’s field of study and click
its code at the left end of the row. The system
automatically returns the Exchange Visitor Search
screen, and the selected subject/field of study
displays on the screen.

3. Ifnecessary, click the Clear button to delete this
information from the Exchange Visitor Search
screen.

Search by Status Click this radio button and complete the fields as
applicable. Completion of the Status field is required;
the other fields in this section are optional.

* Status Select a status from the drop-down list.
Program Start Date Enter the dates for a specific period of time. For
Range example, 10/01/2006 to 12/31/2006 would return a list of

names of EVs whose program start date is between
October 1, and December 31, 2006.
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Field Description/Explanation

Program End Date Range | Enter the dates for a specific period of time. For
example, 01/01/2007 to 03/31/2007 would return a list of
names of EVs whose program end date is between
January 1, and March 31, 2007.

Country of Birth Select a country from the drop-down list.

Country of Citizenship Select a country from the drop-down list.

Category Select a category from the drop-down list.

Subject/Field Code To select the field the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen and make a selection from the Category
drop-down list.

2. Click the Search button to view the list of subjects
for the category selected. Find the subject that most
closely matches the EV’s field of study and click its
code at the left end of the row. The system
automatically returns the Exchange Visitor Search
screen, and the selected subject/field of study
displays on the screen.

3. Ifnecessary, click the Clear button to delete this
information from the Exchange Visitor Search

screen.
Search by Termination Click this radio button and complete the following fields
Reason as applicable. Completion of the Termination Reason

field is required; the other field in this section is optional.

* Termination Reason Select an option from the drop-down list.

Termination Date Range | Enter the dates for a specific period of time. For
example, 08/01/2006 to 10/31/2006 would return a list of
names of EVs or dependents who were terminated
between August 1, and October 31, 2006.

Search by Inactive Reason Click this radio button and complete the following fields
as applicable. Completion of the Inactive Reason field
is required; the other field in this section is optional.

* Inactive Reason Select an option from the drop-down list.

Inactive Date Range Enter the dates for a specific period of time. For
example, 08/01/2006 to 10/31/2006 would return a list of
names of EVs or dependents whose status became
Inactive between August 1, and October 31, 2006.
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Field Description/Explanation

Search by Invalid Reason Click this radio button and complete the following fields
as applicable. Completion of the Invalid Reason field is
required; the other field in this section is optional.

* Invalid Reason Select an option from the drop-down list.

Invalid Date Range Enter the dates for a specific period of time. For
example, 08/01/2006 to 10/31/2006 would return a list of
names of EVs or dependents whose status became
Invalid between August 1, and October 31, 2006.

3. Click the Search button. The system displays a list containing the EV or dependent names
that match your search criteria, if any. Exhibit 10, Search Results Screen, shows an example
of the search results list.

Exhibit 10: Search Results Screen

Ry US. Immigrati r T — .
] nd Customs Student & Exchange Yisitor EVI
32 Enforcement A ol Information System

Main | Listing of Schools | Li q of Programs | Help | Tut | Logout

Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-D0468

Search Results

Mew Search FRefine Search

Search Criteria:
Status = ACTIVE

SEYIS ID Family Name First Mame Yisa Status Program Start Date Program End Date Date of Last Update Date of Last Status Change

HOO00090902 Campbell Vialet 1-1  ACTIVE 07/26/2005 10/30/2006 10/26/2005 07/26/2005
HOO00090900 Dansko Maria J-1  ACTIVE 07/26/2005 06/30/2006 08/12/2005 08/12/2005
HOOOOO0S81425 DMSEY d J-1  ACTIVE 08/20/2005 07/04/2006 11/21/2005 11/21/2005
HOOOO094222 Doe John J-1  ACTIVE 11/08/2005 10/31/2006 11/08/2005 11/08/2005
HOOOO091888 Dunn Harry J-1  ACTIVE 09/16/2005 02/31/2006 11/02/2005 09/16/2005
HODOOO094683 Gift Haliday J-1  ACTIVE 12/26/2005 12/20/2006 12/07/2005 12/07/2005
HOOO00090901 Martinez Damien J-1  ACTIVE 09/20/2005 06/30/2006 11/02/2005 08/12/2005
MOODOO91762 Rosettia Maria J-1  ACTIVE 08/18/2005 07/31/2006 08/24/2005 08/24/2005
MOOOOO91823 Schumacher  Renee J-1  ACTIVE 09/25/2005 08/20/2006 10/26/2005 10/26/2005
HOOOO092217 Stask Rey J-1  ACTIVE 09/22/2005 06/30/2006 11/22/2005 09/22/2005
HOOO0091942 Tess Sny J-1  ACTIVE 09/10/2005 12/31/2005 10/12/2005 10/12/2005
HOOOOOS0899 Wu Mary J-1  ACTIVE 09/19/2005 06/30/2006 09/15/2005 07/07/2005
MOOOO0S1469 zeenez zio J-1  ACTIVE 08/20/2005 12/09/2005 12/09/2005 11/21/2005

T 12 Recs

Family Name Link }eies

4. Locate the name of the EV or dependent whose record is to be viewed and/or updated and
click the appropriate link in the Family Name column. The system will display the EV’s
record.

Note: Click the New Search link at the top of the Search Results screen to return to the
Exchange Visitor Search screen and begin a new search (all search criteria will be deleted
from the screen). Click the Refine Search link to return to the Exchange Visitor Search
screen and enter additional search criteria, or change the existing search criteria and perform
another search.
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24 Exchange Visitor Lists

SEVIS provides quick access to lists of EVs to view. From these lists, EV records may be
accessed for processing. These lists provide a quick method for program sponsor officials to
access EV and dependent records.

On the Listing of Programs screen (see Exhibit 6), click the EV Lists link (to the right of the
name of a program) and the system will display a screen containing the lists of EVs and
dependents that can be generated. Exhibit 11, Exchange Visitors and Dependents Menu, is an
example of the screen that displays.

Exhibit 11: Exchange Visitors and Dependents Menu

™
“ { | Student & Exchange Visitor EVI
L S dlay Information System

isting of Schools | Li of Programs | Help | Tutorial | Logout

Xy US. Immigration
.| and Customs
Enforcement

Get Adobe Reader

Whispering Pines Institute

Program Number: P-1-00468

Exchange Visitors and Dependents Menu

All Exchange Wisitors and Dependents

Saved Exchange Yisitors and Dependents

Initial Status Exchange Yisitors and Dependents

Auctive Status Exchange Visitors and Dependents

Terminated Status Exchange Wisitors and Dependents

Transferred Ststus Exchange Wisitors and Dependents

Transferred (OUT) Status Exchange Yisitors and Dependents

Transferred to s Mon-SEVIS Sponsor Status Exchange Wisitors and Dependents

Inactive Status Exchange Visitors and Dependents

Inwalid Status Exchange VWisitors and Dependents

Mo Show Status Exchange Wisitors and Dependents

Port of Entry Arrivals

12/16/2005 (Friday)

Clicking one of these links will display the appropriate list of EVs and/or dependents. The
following lists, in alphabetical order, may be generated:

List Title Description/Explanation
Active Status Exchange Visitors A list of all EVs and dependents whose SEVIS status is
and Dependents Active. The program sponsor has validated the EV’s

participation in his or her program (by entering the
current U.S. address [residence] for the EV). Following
the validation of the EV in SEVIS, the EV is considered
to be in Active or “valid program” status.

For each EV and dependent, the list shows the SEVIS
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List Title Description/Explanation

ID, family name, first name (if applicable), visa type
(J-1 or J-2), category; program begin and end dates, and
the date of the last update to the record. Click a link in
the Family Name column to see the full record for that
person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

All Exchange Visitors and A list of all EVs and dependents, regardless of status, for
Dependents the selected program. See Appendix D, Status Values
for Exchange Visitors and Dependents, for a detailed
explanation of each status value.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), status, date of last status change, and
program begin and end dates. Click a link in the Family
Name column to see the data for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Inactive Status Exchange Visitors | A list of all EVs and dependents whose status is

and Dependents Inactive. SEVIS assigns the status of Inactive (EV
and/or dependents are out of program status) for one of
the following reasons:

e The EV completes his or her program as
scheduled—Form DS-2019 expires (will display
on the list the day after the program end date)

e The EV completes his or her program early or
withdraws from the program (the RO or ARO
must update the EV’s record)

e A child dependent turns 21 years of age (will
display on the list the day the child dependent
turns 21)

e The spouse gets divorced from the EV or the
spouse and/or dependent dies (the RO or ARO
must update the EV’s record)

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the reason for and date of
their inactivity. Click a link in the Family Name
column to see the data for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.
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List Title

Description/Explanation

Initial Status Exchange Visitors and
Dependents

A list of all EVs and dependents whose status is Initial.
The EV and/or dependent records have been created and
submitted to the SEVIS database, but the program
sponsor has not validated the EV’s program. Validation
is the process for updating the EV’s record in SEVIS no
later than 30 days after the program begin date identified
in SEVIS to show that the EV has actually arrived at the
site of activity in the United States identified by the
program sponsor and is participating in his or her
program.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, program begin date, and
submission date of the Form DS-2019. Click a link in
the Family Name column to see the data for that person.
Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Invalid Status Exchange Visitors
and Dependents

A list of all EVs that are in Invalid status. Invalid status
indicates that the EV:

e Did not use the Form DS-2019 issued by your
program to obtain a visa

e Used the Form to obtain a visa but did not enter
the United States through a port of entry (POE)
30 days after the program begin date identified in
SEVIS.

Note: When an EV’s Form becomes Invalid, the system
increases the allotment of Forms DS-2019 available to
the program by one.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), program number, country of citizenship,
and the date of last status change. Click a link in the
Family Name column to see the data for that person.
Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.
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List Title Description/Explanation
No Show Status Exchange Visitors | A list of all EVs and dependents whose status is No
and Dependents Show. SEVIS assigns the status of No Show when:

e The EV has entered the United States through a
POE and has not been validated in SEVIS 30
days after the program begin date identified in
SEVIS.

e In a transfer situation, the EV has not been
validated in SEVIS 30 days after the effective
date of transfer identified on the Exchange
Visitor Information screen.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), gender,
country of birth, visa type (J-1 or J-2), and No Show
date. Click a link in the Family Name column to see
the data for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Port of Entry Arrivals A list of all EVs and dependents who have entered the
United States through a POE.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), gender, date
of birth, country of birth, visa type (J-1 or J-2), date of
entry, and program start date. Click a link in the Family
Name column to see the full record for that person.
Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Saved Exchange Visitors and A list of all EVs and dependents whose status is Saved
Dependents or Draft. The EV and dependent records have been
saved but not submitted to the SEVIS database.

For each EV and dependent, the list shows the date the
record was saved, family name, first name (if
applicable), gender, visa type (J-1 or J-2), date and
country of birth, and country of citizenship. Click a link
in the Family Name column to see the full record for
that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.
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List Title Description/Explanation
Terminated Status Exchange A list of all EVs and dependents whose status is
Visitors and Dependents Terminated. Termination implies a change from Active

or “valid program” status prior to program completion.
Termination has an adverse, or negative, affect on the
EV’s record and on the record of each dependent of the
EV. Terminated EVs have no benefits; for example,
they cannot apply for an extension, reinstatement, or
change of category.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the reason for and date of the
termination. Click a link in the Family Name column
to see the full record for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Transferred (Out) Status Exchange | A list of all EVs and dependents whose status is
Visitors and Dependents Transferred Out. The EV has transferred to another
program.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the effective date of transfer.
Click a link in the Family Name column to see the data
for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Transferred Status Exchange A list of all EVs and dependents whose status is
Visitors and Dependents Transferred. The EV is transferring into your program
but has not yet been validated and is not actively
participating in your program at this time. Note: When
an EV is in this status, his or her record may be updated
and validated by the program to which the EV is
transferring.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the effective date of transfer.
Click a link in the Family Name column to see the full
record for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.
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List Title Description/Explanation
Transferred to a Non-SEVIS A list of all EVs that have transferred to a non-SEVIS
Sponsor Status Exchange Visitors | Exchange Visitor Program. EV names display on this
and Dependents list after the effective date of transfer and will remain on
Note: The ability to transfer EVs this list indefinitely.
to a non-SEVIS program is no For each EV and dependent, the list shows the SEVIS

longer available. However, there ID, family name, first name (if applicable), visa type
may be EVs who will always have | (J-1 or J-2), category, and the effective date of transfer.
this status; they transferred prior to | Click a link in the Family Name column to see the full
the date mandated for enrollment of | record for that person.

all Exchange Visitor Programs in Click the Return to Lists link to return to the Exchange
SEVIS. Visitors and Dependents Menu screen.

2.5 Creating an Exchange Visitor Form DS-2019

The eligibility process enables designated program sponsors to create, maintain, and print
records (Form DS-2019) for EVs and dependents. In addition, SEVIS provides the capability to
access and update previously created records.

When logging into SEVIS, the system displays the Paperwork Reduction Act notice. The next
screen that displays includes the list of programs associated with the user’s ID. Exhibit 12,
Listing of Programs Screen—New Exchange Visitor Link, is an example of the screen that
displays when an RO or ARO logs into the system. The screen also shows the location of the
New Exchange Visitor link on the Listing of Programs screen.

Exhibit 12: Listing of Programs Screen—New Exchange Visitor Link

S. Immigrati
il ustoms

" R -
d C . | Student & Exchange Yisitor EVI
nforcement ! A e — Information System

ARD
Get Adobe Reader

Listing of Programs

* Indicates an alert for that program

Name of Program Location (Cityf5tate) Status Role Commands
Arnetican Au Pair Agency Anytown, WA PROGRAM ACTIVE ARQ  Search Mew Exchange Visitor Ev Lists Reports
i WASHINGTON, DC PROGRAM ACTIVE  ARO  Search Mew Exchange Visitor # Alerts EV Lists Reports

Mational Nonspecialty Schaoal

FAIRFAX, VA PROGRAM ACTIVE ARG Search Mew Exchange Visitor #* Alerts EV Lists Reports

]

New Exchange Visitor
Link
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ROs and AROs have the option to create a “New Exchange Visitor” (complete Form DS-2019
for an EV and dependents, if any) for any of the programs for which they are assigned a role.
Instructions for completing the Form are provided in the subsequent sections.

Note: One RO or ARO may begin and save a Form DS-2019 for an EV. Another RO or ARO
may complete and submit the Form. The name of the official who submits and prints the record
from SEVIS will print on the Form DS-2019.

2.5.1 Complete Page 1 of the Form DS-2019—Personal Information

To create a Form DS-2019 for a new (initial) EV, perform the following:

1. Click the New Exchange Visitor link (on the Listing of Programs screen) to the right of the
name of the program in which the EV wishes to participate. The system displays the New

Exchange Visitor screen for the selected program as shown in Exhibit 13, New Exchange
Visitor Personal Information Screen.
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Exhibit 13: New Exchange Visitor Personal Information Screen

USS. Immigratiof kS ' ' -
and Customs P v Student & Exchange Visitor
Enforcement J "' 3 Information System

b _—e LY

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout
Get Adobe Reader

New Exchange Visitor For Whispering Pines Institute
P-1-00468

Enter Initial Information about Exchange Yisitor
Required fields are marked with an asterisk{*).

Visa Type: J3-1

2. First Name: |

4. Suffix: ISeIect cne x|

6. * Gendar: Male © Famale O
%. * Country of Birth: ISeIact Tne x

If the United States or a U.5. territory is chosen, select one of the following:
Select One -
e = =
* Country of Legal Permanent -

' Residence: [select One =l

—

| Taxpayer ID [

10

12. Driver's License Number:

=]
=1 I

14 Number:

Select One

16. * Exchange Visitor Category: ISeIact one
Select

18. Current U.5. Address:
* Address 1:|123 Main Avenue
Address 2:|
* City:|FAIRFAX
* State:| VIRGINLA =1
# Zip Code:|z0108 - 0001

Select One

20, Creation Reason:
Begin Mew Program

22. * Program End Date: I [MMS DY)

Reset Values | Save Draft | Hext

08/11/2006 (Friday)
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2.

Below is a list with a brief description or explanation for each section/field on this screen.
An asterisk (*) precedes the fields that must be completed. Some of these fields and sections
contain text boxes, drop-down lists, radio buttons, and command buttons. To complete this
screen, enter the following data:

Field/Section Description/Explanation

*

1. Family Name Enter the surname or last name of the EV. If the person
has only one name, enter it in this field.

Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

2. First Name Enter the first name of the EV. This field may be left
blank if the person has only one name.

Note: Even though this is not a required field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

3. Middle Name Enter the middle name of the EV. This field may be left
blank if this person has no middle name.

Note: Even though this is not a required field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

4. Suffix Select a title, such as Junior, that may display at the end

of a person’s name.

* 5. Date of Birth Enter the EV’s date of birth in MM/DD/YYYY format.

* 6. Gender Select the EV’s gender, male or female.

* 7. City of Birth Enter the unabbreviated name of the city where the
person was born.

* 8. Country of Birth Select the name of the country in which the person was
born.

Note: United States may be selected as the country of
birth if the EV was born to a foreign diplomat or is an

expatriate. If the person was born in the United States
or a U.S. territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United States or
U.S. Territory is chosen... drop-down list.
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Field/Section Description/Explanation

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, an EV’s personal or program
information may not be created or updated as follows:

e Ifan EV’s country of birth (COB) or country of
citizenship (COC) is on the restricted country
list, you may not select or update his or her field
of study to training in aviation maintenance,
flight training or operations, or nuclear-related
studies or training.

e [Ifan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.

* 9, Country of Citizenship Select the name of the country in which the EV
maintains citizenship.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, you may not create or update an
EV’s personal or program information as follows:

e Ifan EV’s COB or COC is on the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight training or operations, or
nuclear-related studies or training.

e Ifan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.

*10. Country of Legal Select the name of the country in which the EV is a
Permanent Residence legal permanent resident (LPR).

For most EV applicants, the Country of Legal

Permanent Residence will be the same as the Country of

Citizenship. Some applicants, however, will be

permanent residents of other countries. Note the
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Field/Section

Description/Explanation

difference between permanent and temporary residence.
For example, a French citizen who is teaching in Italy
on a l-year contract, and applying for a J visa from
Italy, would not be considered an LPR of Italy.

11.

Social Security Number

Enter the EV’s Social Security number. Completion of
this field is optional.

12.

Driver’s License Number

Enter the EV’s driver’s license number assigned by the
state that issued the license. Completion of this field is
optional.

13.

Driver’s License Issue
State

Select from the drop-down list the state that issued the
driver’s license to the EV, if applicable. Completion of
this field is optional.

14. Individual Taxpayer ID Enter the taxpayer ID for an EV who is employed or has
Number such an ID. Completion of this field is optional.
15. Position Select an option from the list that most closely matches
the EV’s position in his or her home country.
16. Exchange Visitor Category | Select the J visa participant category for the EV. The

options available on the drop-down list relate to those
authorized for your organization by DoS.

17.

Subject/Field Description

Note: The DoS subject/field codes have been replaced
with the Department of Education’s Classification of
Instructional Programs (CIP) codes, 2000 edition, that
were developed by the U.S. Department of Education’s
National Center for Educational Statistics (NCES). The
CIP contains code numbers for instructional programs in
all areas of education and is the accepted Federal
Government statistical standard on instructional
program classifications.

To select the field the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen, and make a selection from the
Category drop-down list.

2. Click the Search button to view the list of subjects
for the category selected. Find the subject that most
closely matches the EV’s field of study and click its
code at the left end of the row. The system
automatically returns to the Exchange Visitor
Personal Information screen of the Form DS-2019
and the final selection is displayed.

3. Ifnecessary, click the Clear button to remove this

32
October 31, 2006




User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

Field/Section

Description/Explanation

Subject/Field code, and repeat Steps 1 and 2. This is
a required field.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, you may not create or update an
EV’s personal or program information as follows:

e Ifan EV’s COB or COC is on the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight training or operations, or
nuclear-related studies or training.

e Ifan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.

Subject/Field Remarks

Enter additional comments regarding the EV’s program
while in the United States or enter None. Do not use
hard returns (that is, do not press the Enter key) when
entering text; doing so may make the text wrap and print
in field 5 on the Form DS-2019. Exhibit 14,
Subject/Field Remarks, shows how the text may print
when hard returns are used.

Note: The text may be shortened on the printed

Form DS-2019 if it is longer than the available space.
However, the entire text may be viewed in SEVIS.
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Exhibit 14: Subject/Field Remarks

) ]
DRAFT

1. Family Name: First Name: Middle Name: Gender:
Cornelius Ranier MA
Diate of Birth (oror-dd-1117) £ Cily of Birth: ‘Country of Birth: TTZenship Country Code: . Cillzenship Country:

07-10-1558 Santiago PAIN SF SPAIN I1-1
Legal Permanent Residence Country Code: Legal Permanent Residence Country: Position Code: Position:

5P SPAIN 134 CIVIL SERVICE EMPLOYEE IN CITY OR TOWN
L5, Address: GOVERNMENT
1. Program Sponsor: Exchanpe Visitor Program Number:
National School of Music P-1-00468

Participating Frogram Official Deseription:
TEAINEE (SPECIALTY)

/1 Subject/Field Remarks

Purpose of this orm:  Bagin new program; accompanied by number (0) of immediate family memberg/

A Form Covers Period: 4.5 v asitor Calegory:

SPECIALIST

From {mo-dd-ynl s 09-01-2008

Subject/Field Code: Subject/Field Code Remarks:
52.998

To  (mm-ddgyyy: 08-31-2007 EEEE] Remarks and a hard return.

Domark Pl ] L
5. During the period covered by this form, the total esMigled fnancial supportin 008, 5 § al hepx visj o
BRQADECASTTIEG BOARD OF GOVERNORS : $17, W0 o ngwwﬂ& i ﬂgga ﬂjg&rn'
The Exchange Visitor's Government : £3,000 Remar
Personal funds : $2,500.00
Total : $22,500.00

Field/Section Description/Explanation

* 18. Current U.S. Address Sponsors are required to enter the actual and current
U.S. address of all participants into SEVIS (see

22 CFR 62.70(b)). When data are first entered for an
EV applicant who has not yet entered the country,
Current U.S. Address will be the address where he or
she expects to reside, if known. Otherwise, it can be the
address of the program sponsor. When the EV enters
the country and is validated, however, his or her current
U.S. address (where the EV will reside) must be
entered, if different from the one originally used. Please
note, it is the EV’s primary site of activity address that
prints on the Form DS-2019.

Note: When entering data for Secondary Students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residence in the Address 2 field. For an Au Pair, enter
the host family’s address.

19. Foreign Address Enter the person’s foreign address. Completion of these
fields is optional.
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Field/Section

Description/Explanation

20. Creation Reason

The only creation reason for new EVs is Begin New
Program. This field is filled in by SEVIS.

* 21. Program Begin Date

Enter the date, determined by the program sponsor, on
which the EV’s participation in your program is
expected to begin. It must be entered in
MM/DD/YYYY format.

The end date, in combination with the program begin
date, must:

e Be equal to or greater than the minimum
duration of participation

and

e Cannot exceed the maximum duration of
participation for the EV’s selected category, as
identified in the Exchange Visitor Program
regulations.

See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.

* 22.Program End Date

Enter the date, determined by the program sponsor, on
which the EV’s program will end. It must be entered in
MM/DD/YYYY format.

The end date, in combination with the program begin
date, must:

e Be equal to or greater than the minimum
duration of participation

and

e Cannot exceed the maximum duration of
participation for the EV’s selected category, as
identified in the Exchange Visitor Program
regulations or the program sponsor’s
designation.

See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.

3. Click one of the following buttons:

Reset Values Click this button to return all unsaved entries to the previous values.

Save Draft Click this button to save the data entered. Saving the data will allow an
RO or ARO to return to the record at a later date and complete and/or
submit it to SEVIS.

Next Click this button to automatically save the data entered and advance to the
next page of the Form DS-2019. If any fields and sections have not been
completed or contain incorrect information, the system will display an
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error message indicating the error(s). Make the necessary corrections and
click the Next button again.

2.5.2 Complete Page 2 of the Form DS-2019—Site of Activity

Page 2 of the Form DS-2019 is used to collect program information for the EV. All EVs must
have at least one site of activity. Exhibit 15, Site of Activity Menu, is an example of Page 2.
Note: In Exhibit 15, two sites of activity have already been added for the EV.

Exhibit 15: Site of Activity Menu

y US, Immigration
.| and Customs
1‘I11’UI’&.L‘ITTL‘H(

Student & Exchange Visitor EVI
Information System
Get Adobe Reader

Whispering Pines Institute

Program Number: P-1-00468

Site of Activity Menu
Exchange Yisitor Information
SEVIS ID:
Farnily Hame: Cormneilus
First Narme: Ranier
Suffix:
Gender: MALE
Crate of Birth: 07/10/1958
City of Birth: Santiago
Country of Birth: SPAIN ()
Country of Citizenship: SPAIN
Country of Legal Perranent Residence: SPAIN
Status: DRAFT
Active/Initial Dependent Count: 0
Prograrn Murnber: P-1-00468
Program Sponsor: Whispering Pines Institute
Position: 134 - CIVIL SERVICE EMPLOYEE IN CITY OR TOWN GOYERNMENT
Categary: SPECLALIST

Subject/Field Description:

t, Market and Related Support Services,

Other
Subject/Field Remarks: None.
Initial Prograrn Begin Date:
IAP-66 Mumber:
Program Begin Date: 09/01/2006
Program End Date: 08/31/2007
Reinstatermnent Prograrn Begin Date:
Previous Program End Date:
Wisa Type: J-1
Passport Hurmber:

visa Foil Number: Links used to edit or

Visa [ssue Date:

Visa Issue Post: . o o
Port o Entryi delete a Site of Activity
Date of Entry:
I-94/Adrizzion Mumber:
Port of Departure:
Date of Departure:

Primary Site
of Activity

IS
~

ite of Activity

Address Remarks Commands

Whispering Pines
Institute

ity of Fairfax

123 Main Avenue Fairfax, WA 20108 Completion of this field iz optional, Edit
9550 Government Center Drive Fairfax, Edit
WA 20102 =

Add Site of Activity
A Previous | Change Primary Site of Activity | [Hexmt Print Draft DS-2019

08/11/2006 (Friday)

Celete

Existing Sites of Activity

Add Site of Activity
Link
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1. To complete Page 2, click the Add Site of Activity link in the lower-left part of the screen.
Exhibit 16, Exchange Visitor Information Screen—Add Site of Activity, is an example of the
screen that displays.

Note: In Exhibit 16, the Site of Activity fields have been completed.

Exhibit 16: Exchange Visitor Information Screen—Add Site of Activity

US. Immigrationt “,r -
and Customs P | Student & Exchange Visitor
Enforcement ! 'bF - q - N Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468

Exchange Yisitor Information

Farily Narne: Cormneilus

Suffis:

Date of Birth: 07 /101958

Country of Birth: SPAIN

Country of Legal Perranent Residence: SPAIN

Active/Initial Dependent Count: 0

Program Sponsor: Whispering Pines Institute

ategory: SPECIALIST

i

Subject/Field Rermarks: None.

IAP-86 Mumber:

Program End Date: 08/31/2007

Previous Program End Date:

Passport Mumber:

Visa [ssue Date:

Paort of Entry:

I-94/Adrizzion Mumber:

Date of Departura;

Add Site of Activity
Required fields are marked with an asterisk (*).

2. Site of Activity Address:
* Address l:l

Address Z:I
* city:
* Stahe:l Select One = |

* Zip Code:l_ _ l_

e

=

Add Site of Activity ResetValues |  cCancel |

08/11/2006 (Friday)
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2. Below is a list with explanations of the fields on this screen. An asterisk (¥) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field

Description/Explanation

* 1. Site of Activity

Enter the name of the place where an EV will participate
in his or her program.

* 2. Site of Activity

Address | Enter the physical location of the site. Do not include a
post office box number in this address.

Note: For an Au Pair, enter the host family’s address.

For Secondary Students (high school students), enter the
address of the high school.

Note: The address that prints in the U.S. Address field on
the Form DS-2019 is the primary site of activity address.

3. Remarks

Enter optional comments.

3. Click one of the following buttons:

Add Site of Activity

Click this button to save the data entered for this EV. The system will
display the Site of Activity Menu screen, and the name, address, city,
state, and zip code for the site will display below the EV’s
information.

Note: Multiple sites of activity may be added for an EV; follow the
procedures above to add other sites of activity.

Reset Values

Click this button to return all unsaved entries to the previous values.

Cancel

Click this button to return to the previous page without adding a site
of activity.

Print Draft DS-2019
(on the Site of
Activity Menu screen
[see Exhibit 15])

Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It is recommended that you print a draft copy of the EV’s
Form DS-2019 and review it for accuracy.

2.5.2.1 Change Primary Site of Activity (EV in Draft Status)

The U.S. address that prints on the EV’s Form DS-2019 is the primary site of activity. To
change the EV’s primary site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-201

9 link on the Actions menu. Page 1 of the Form DS-2019 displays.

3. Click the Next button to advance to the Site of Activity Menu screen.

4. On the Site of Activity Menu screen, click the radio button to the left of the desired primary

site of activity.
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5. Click the Change Primary Site of Activity button. A message displays stating that the
primary site of activity has been changed.

6. Click OK to return to the Site of Activity Menu screen.

2.5.2.2 Edit Site of Activity (EV in Draft Status)

If necessary, the site of activity information for an EV may be edited. To edit the site of activity
for an EV whose record is in Draft status, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Site of Activity Menu screen.

4. Click the Edit link in the Commands column for the site of activity to edit. The Exchange
Visitor Information—Edit Site of Activity screen displays.

5. Make the necessary updates to the data. See Section 2.5.2, Complete Page 2 of the
Form DS-2019—Site of Activity, for detailed instructions on completing the fields on this
screen.

6. Click the Update Site of Activity button to complete the process. The Site of Activity Menu
screen displays.

2.5.2.3 Delete Site of Activity (EV in Draft or Initial Status)

All EVs must have at least one site of activity. However, if the EV has multiple sites of activity
and the EV record in SEVIS is in Draft or Initial status, sites of activity may be deleted.

To delete a site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Site of Activity Menu screen.

4. Click the Delete link in the Commands column for the site of activity that is being deleted.
The Delete Site of Activity screen displays.

5. Review the data to ensure that this is the correct site of activity.

6. Click the Delete Site of Activity button to complete the process. The Site of Activity Menu
screen displays.
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2.5.3 Complete Page 3 of the Form DS-2019—Dependent Information

Page 3 of the Form DS-2019 is used to collect dependent information for the EV. Data for the
spouse and child dependent(s) of an EV entering the United States on J visas must be entered
into SEVIS.

Note: If the spouse or child dependent plans to enter the United States on another type of visa,
do not enter his or her information in SEVIS.

Note: If both a husband and wife are entering the United States on J-1 visas, add the dependent
child’s information to only one SEVIS record (Form DS-2019). Do not add the dependent
child’s information to both parents’ records/Forms. Doing so will give the dependent child two
SEVIS records.

Exhibit 17, Exchange Visitor Dependents Menu, is an example of Page 3 of the Form. In
Exhibit 17, a dependent has already been added for this EV. Because the record is still in Draft
status, the EV and dependent have not been assigned their SEVIS IDs.

Exhibit 17: Exchange Visitor Dependents Menu

7 US. Immigration
and Customs .
Enforcement

Student & Exchange Visitor EVI
Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468

Exchange ¥isitor Dependents Menu
Exchange Yisitor Information
SEWIS ID:
Family Mame: Comeilus
First Marme: Ranier
Suffis:
Gender: MALE
Date of Birth: 07/10/1958
City of Birth: Santiago
Country of Birth: SPAIN Q)
Country of Citizenship: SPAIN
Country of Legal Permanent Residence: SPAIN
Status: DRAFT
Active/Initial Dependent Count: 0
Pragrarn Murnber: P-1-00468
Program Sponszor: Whispering Pines Institute
Position: 134 - CIVIL SERVICE EMPLOYEE IN CITY OR TOWN GOWERNMENT
Category: SPECIALIST
subjecyField Descriptian: Bol:iiner:-ess, Management, Marketing, and Related Support Services,
Subject/Field Rernarks: None.
Initial Program Begin Date:
IAP-E6 Number:
Program Begin Date: 09/01,/Z006
Program End Date: 08/21/2007
Reinstaternent Prograrn Beqgin Date:
Pravious Program End Date:
Wiss Types I-1
Passport Humber:
Visa Foil Murnber:
Visa Issue Date:
Visa [ssue Post:
Part of Entry:
Date of Entry:
I-94/Adriszian Murmber:
Port of Departura:
Date of Departure:

Dependents
SEYIS ID Family Name First Name Relationship Gender Status Commands
cornelius Matasha SPOUSE FEMALE DRAFT Edit Delete

08/11/2008 (Friday)

dd Dependent
\ Previous T@\ Print DraftD5-2018 |

Add Dependent
Link Dependent
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1. To complete Page 3, click the Add Dependent link in the lower-left part of the screen.
Exhibit 18, Exchange Visitor Information Screen—Add Dependent, is an example of the
screen that displays. In Exhibit 18, the Add Dependent section of the screen has already
been completed.

Exhibit 18: Exchange Visitor Information Screen—Add Dependent

USS, Immigratio} L2 A -
and Customs e, - L | Student & Exchange Visitor
Enforcement ooy "' - N Information System

. - N

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468
Exchange Yisitor Information
Farily Marme: Cormeilus
Suffis:
Date of Bitth: 07/10/1958
Country of Birth: SPAIN
Country of Legal Perranent Residence: SPAIN
Active/Initial Dependent Count: 0
Program Sponsor: Whispering Pines Institute

ategory: SPECIALIST

i

Subject/Field Rernarks: None.

IAP-66 Mumber:

Program End Date: 08/31/2007

Previous Pragram End Date:

Pazzport Mumber:

Wiga [zsue Date:

Fort of Entry:

I-94/Admission Mumber:

Date of Departure:

Add Dependent
Required fields are marked with an asterisk (*).

Cornelius

2. First Name: |Natasha

| select One - |

02/28/1963

Male O Famale

. * City of Birth: IMadrld

SPAIN

6. * Gender:

Select One

10. * Country of Ciizenship: I SPAIN

| 4
‘ 4 4

SPAIN

12. Social Security Number: I

14. Driver's License Issue I
State:

L]

Add Dependent | Reset Values |Cance||

08/11/2008 (Friday)
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2. Below is a list with a brief description or explanation for each field and section on this
screen. An asterisk (*) precedes the fields and sections that must be completed. To complete

this screen, enter the following data:

Field

Description/Explanation

*

1. Family Name

Enter the surname or last name of the dependent. If the
dependent has only one name, enter it in this field.
Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

2. First Name

Enter the first name of the dependent. If the dependent
has only one name, leave this field blank.

Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

3. Middle Name

Enter the middle name of the dependent. This field may
be left blank if the dependent has no middle name,.
Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

4. Suffix

Select a title, such as Junior, that may display at the end
of a person’s name.

5. Date of Birth

Enter the dependent’s date of birth in MM/DD/YYYY
format.

6. Gender

Select the dependent’s gender, male or female.

7. Relationship

Select Spouse or Child. A dependent child must be
younger than 21 years of age.

8. City of Birth

Enter the unabbreviated name of the city where the
dependent was born.

9. Country of Birth

Select the name of the country in which the dependent
was born.

Note: United States may be selected as Country of
Birth if the dependent was born to a foreign diplomat or
is an expatriate. If the person was born in the United
States or a U.S. territory, perform the following:

1. Complete the Country of Birth field.
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Field

Description/Explanation

2. Select an option from the If the United States or
U.S. Territory is chosen... drop-down list.

* 10. Country of Citizenship

Select the country in which the dependent maintains
citizenship.

* 11. Country of Legal
Permanent Residence

Select the country in which the dependent is an LPR.
For most dependent applicants, the Country of Legal
Permanent Residence will be the same as the Country of
Citizenship. Some applicants, however, will be
permanent residents of other countries. Note the
difference between permanent and temporary residence.
For example, a French citizen who is teaching in Italy
on a l-year contract, and making application for a J visa
from Italy, would not be considered an LPR of Italy.

12. Social Security Number

Enter the dependent’s Social Security number.
Completion of this field is optional.

13. Driver’s License Number

For dependents already in the United States, enter the
dependent’s driver’s license number assigned by the
state that issued the license. Completion of this field is
optional.

14. Driver’s License Issue
State

Select from the drop-down list the state that issued the
driver’s license to the dependent, if applicable.
Completion of this field is optional.

15. Individual Taxpayer ID
Number

Enter the taxpayer ID for a dependent who is employed
or has such an ID. Completion of this field is optional.

3. Click one of the following buttons:

Add Dependent Click this button to automatically save the data entered and return to
the Exchange Visitor Dependents Menu screen. To add another
dependent, repeat the process described above.

Reset Values Click this button to return all unsaved entries to the previous values.

Cancel Click this button to return to Page 3 of the Form DS-2019 without
adding a dependent.

Print Draft DS-2019 | Click this button to print a draft copy of the Form DS-2019. See

(on the Exchange Section 2.5.6, Print a Draft or Final Form DS-2019, for printing

Visitor Dependents instructions.

Men'u sereen [see Note: It is recommended that you print a draft copy of the EV’s

Exhibit 17]) Form DS-2019 and review it for accuracy.
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2.5.3.1 Edit Dependent Data (EV in Draft Status)

Dependent data may be edited. To edit the dependent’s data while the EV’s record is in Draft
status, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
Click the Next button to advance to the Site of Activity Menu screen (Exhibit 15).

4. Click the Next button to advance to the Exchange Visitor Dependents Menu screen
(Exhibit 17).

5. Click the Edit link in the Commands column for the dependent whose data are being
updated. The Exchange Visitor Information—Edit Dependent screen displays.

6. Make the necessary changes to the data. See Section 2.5.3, Complete Page 3 of the Form
DS-2019—Dependent Information, for detailed instructions for the fields on this screen.

7. Click the Submit Edit button to complete the process. The Exchange Visitor Dependents
Menu screen displays.

2.5.3.2 Delete Dependent (EV in Draft Status)

The Delete Dependent option is available only when the EV’s record in SEVIS is in Draft status.
To delete a dependent when the EV’s status is Draft, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose dependent is being
deleted (perform a search for the record or use the EV_Lists link).

2. Click the Edit DS-2019 link on the Actions menu. The system displays the first page of the
Form DS-2019.

3. Click the Next button to advance to the Site of Activity Menu screen.
4. Click the Next button to advance to the Exchange Visitor Dependents Menu screen.

5. Locate the name of the dependent to delete and click the Delete link in the Commands
column to delete his or her SEVIS record.

6. On the Delete Dependent screen, click the Delete Dependent button. The system displays a
message stating that the dependent’s record has been deleted from SEVIS.

2.5.4 Complete Page 4 of the Form DS-2019—Financial Information

Page 4 of the Form DS-2019 is used to collect financial information for the EV and dependents,
if any. The information entered on this page of the electronic Form will print on the EV’s
Form DS-2019. Exhibit 19, Financial Information Screen, is an example of Page 4.

Note: Financial data should reflect the amount of financial support provided to the EV for the
duration of his or her program shown on all Forms DS-2019.
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Exhibit 19: Financial Information Screen

U.S. Immigratiox ,.. ' - b
and Customs = | Student & Exchange Visitor
Enforcement - ' Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468

Financial Information
Required fields are marked with an asterisk {*).
Exchange Yisitor Information

Family Mame: Cormeilus
Suffix:
Date of Birth: 07/10/1958

Country of Birth: SPAIN

Country of Lagal Permanent Residence: SPAIN

ctive/Initial Dependent Count: 0

Program Sponsor: Whispering Pines Institute

ategory: SPECTALIST

i

Subject/Field Rermarks: None.

IAP-66 Number:

Pragrarn End Date: 08/31/2007F

Previous Program End Date:

Passport Number:

WYiza Issue Date:

Port of Entry:

I-94/Admizzion Number:

Date of Departure:

International Crganization(s): [max of 2]

[ =l

If OTHER is selected, enter the name of the Organization or Agency below

=

If OTHER iz Selected, enter the name of the Organization or Agency Below,

The Binational Cormrmission of the Exchange Visitor's Country:

Personal funds:

08/11/2006 (Friday)
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1. Below is a list with a brief description or explanation for each section and field on this
screen. An asterisk (*) precedes the fields and sections that must be completed. To complete
this screen, enter the following data:

Field/Section

Description/Explanation

19. During the period covered by this

program, the total estimated
financial support (in U.S. dollars)
is to be provided to the exchange
visitor by:

Note: The EV must have at least one source of
funding listed in Sections 19 and/or 20 of the
electronic Form DS-2019.

Enter the following information, as applicable.

Current Program Sponsor

If applicable, enter the amount, in U.S. dollars,
that the program sponsor will contribute to the
EV.

This program sponsor (has/has
not) received funding for
international exchange from one
or more U.S. Government
Agency(ies) to support this
exchange visitor. If any U.S.
Government Agency(ies) provided
funding, indicate the Agency(ies)
by code below.

Select has or has not to indicate whether the
EV has received direct or indirect funding from
U.S. Government agencies. This is a required
field.

¢ Direct Funding—Financed in whole or
in part by the U.S. Government or the
EV’s government with funds contributed
directly to the EV in connection with his
or her participation in an Exchange
Visitor Program.

e Indirect Funding—Financed by one of
the following:

— An international organization with
funds contributed by either the U.S.
Government or the EV’s government
for use in financing international
educational and cultural exchanges.

— An organization or institution with
funds made available by either the
U.S. Government or the EV’s
government for the purpose of
furthering international educational
and cultural exchanges.

Note: If has is selected in response to this
statement, complete Section 20 of the electronic
Form DS-2019.
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Field/Section

Description/Explanation

*

20. Financial Support from

organizations other than the
sponsor will be provided by one of
the following:

The EV must have at least one source of
funding listed in sections 19 and/or 20 on the
electronic Form.

If necessary, complete one or more of the fields
in this section.

Note: All dollar amounts must be entered in
SEVIS without commas and periods, and should
be rounded to the nearest dollar. For example,
$25,057.89 should be entered in SEVIS as
25058.

U.S. Government Agency(ies)
[maximum of two]

Select the agency from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other is selected, enter the name of
the organization in the text box provided. The
name and amount of funding will print on the
Form DS-2019.

International Organization(s)
[maximum of two]

Select the organization from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other is selected, enter the name of
the organization in the text box provided. The
name and amount of funding will print on the
Form DS-2019.

The Exchange Visitor’s
Government

Enter the amount, in U.S. dollars, that the EV’s
government is contributing.

The Binational Commission of the
Exchange Visitor’s Country

Enter the amount, in U.S. dollars, that the
Binational Commission is contributing.

All other organizations providing
support

Enter the total amount, in U.S. dollars, that all
other organizations are contributing.

Note: Enter each organization name and the
amount of money being given to the EV. For
example, ABC Agency (500), DEF
Organization (2500), XYZ (2000). (Only 80
characters can be entered into this field.)

The names and amounts of funding will print on
the Form DS-2019.

Personal Funds

Enter the amount, in U.S. dollars, that the EV is

contributing.
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2. Click one of the following buttons:

Previous Click this button to return to the previous page of the Form DS-2019.

WARNING: Be sure to save the data entered on this page before
selecting the Previous button. The unsaved data that were entered on
this page will be lost if not saved first.

Reset Values Click this button to return all unsaved entries to the previous values.

Submit DS-2019 Click this button to save the EV’s Form to SEVIS. See Section 2.5.5,
Submit the Form DS-2019, for additional information.

Save Draft Click this button to save the data entered. Saving the data will allow

an RO or ARO to return to the record at a later date and complete
and/or submit it to SEVIS.

Print Draft DS-2019 | Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It is recommended that you print a draft copy of the EV’s

Form DS-2019 and review it for accuracy before submitting it to
SEVIS.

2.5.5 Submit the Form DS-2019

To submit an EV’s record to SEVIS, click the Submit DS-2019 button on the Financial
Information screen, the last page of the electronic Form DS-2019. The system will display a
message stating that the record has been successfully created. This message screen will also
show the first and last name and the SEVIS ID for the EV and each dependent.

Note: If the submission is not successful, an error message will display stating the reason.
Correct the error(s) indicated and then submit the Form again.

When the Form is successfully submitted, print a final copy of the Form DS-2019 for the EV and
dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019, for instructions.
Click the Return button to go to the Listing of Programs screen.

Note: The purpose that prints on the Form will be “Begin New Program; accompanied by
number (count) of immediate family members,” where “count” indicates how many dependents
an EV has, if any.

2.5.6 Print a Draft or Final Form DS-2019

A draft copy of the Form DS-2019 may be printed from various screens within SEVIS and a
final Form DS-2019 may be printed following submission of the Form in SEVIS. A draft copy
of the SEVIS Form DS-2019 is identified by the word “draft” printed on the top of the Form.
The SEVIS ID for the EV and/or dependent(s) and bar code will not be printed on the draft
Form. The draft Form DS-2019 may be printed prior to submission of the Form so that the data
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may be reviewed for accuracy. Changes to the Form may be made prior to submission. When
the Form DS-2019 for a new EV and/or dependent(s) is submitted in SEVIS, the status of the
records for the EV and dependent(s) will change from Draft to Initial status.

A final Form DS-2019 should be printed for a new EV following submission of the Form in
SEVIS. The final Form includes the bar code and SEVIS ID, and “draft” is removed from the
top of the Form. The final SEVIS-generated Form DS-2019 should be signed in blue ink and
given to the EV and dependents, if any. See Section 2.5.7, Signature on SEVIS Form DS-2019,
for instructions regarding the signature on the Form.

Note: The printed Form will have the EV’s or dependent’s SEVIS ID in the upper-right corner,
above the bar code. It begins with the letter “N,” which is followed by 10 digits (for example,
N1234567890).

Note: See Section 2.6.2.3.4, Reprint Form DS-2019 for a Dependent (EV in Initial Status), for
instructions on reprinting the Form for dependents.

Note: If you do not have Adobe Acrobat Version 5.0 or higher installed on your computer, see
Appendix B, Download the Latest Version of Adobe Acrobat Reader, for instructions.

To print a copy of the Form DS-2019 for an EV, perform the following:

1. Click the Print Draft DS-2019 or the Print Final DS-2019 button. A new browser window
opens and the Form DS-2019 displays using Adobe Acrobat from which a copy of the Form
may be sent to a designated printer.

Note: During the launch of Adobe Acrobat, a File Download window may display. To
prevent this window from displaying in the future, click the box next to always ask before
opening this type of file to remove the check mark. Select the Open button to view the
Form DS-2019.

2. When the Form DS-2019 displays in the Adobe Acrobat window, use the scroll bar on the
right side of the window to view additional pages of the Form.

3. Click the Print ( & ) button on the Adobe Acrobat toolbar. The Print window displays.

4. Ensure that the name of the printer is listed in the Name field in the Print window. If it does
not show the correct printer, click the down arrow to the right of the field and select the
correct printer.

5. Click OK and the Form DS-2019 will be printed on the designated printer.

6. Click the Close (Xl) button on the Adobe Acrobat window to close the window.
Note: Ifan EV is subject to the Two-Year Home-Country Physical-Presence requirement
(Section 212(e) of the Immigration and Nationality Act and Public Law (PL) -94-484, as

amended), the appropriate boxes will be checked in the section below Section 8 on the
printed Form DS-2019.
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2.5.7 Signature on SEVIS Form DS-2019

According to regulations, SEVIS-generated Forms DS-2019 should be printed in black ink and
the original copy of the Form DS-2019 must be signed in blue ink. Signing the Form in blue ink
permits anyone viewing the Form to easily distinguish an original copy from a photocopy.

Note: The Form must be signed by the RO or ARO whose name is printed on the copy of the
Form that will be provided to the EV and dependents, if any.

Do not send copies of the SEVIS Forms DS-2019 to DoS. There is no longer a need to send a
copy of the Form DS-2019 to the Department. SEVIS electronically collects and maintains
information submitted to generate Forms DS-2019 issued to potential EVs and their dependents.

2.5.8 Reprint a Form DS-2019

When an EV is in Initial or Active status, his or her Form DS-2019 may be reprinted for the
following reasons:

e Replace a Form DS-2019 (Damaged)
e Replace a Form DS-2019 (Lost)
e Replace a Form DS-2019 (Stolen)

e Other—Text that is entered in the If Other, Please Comment text box will print in the
“Purpose of the Form” section of the Form DS-2019

When a dependent is in Initial status, his or her Form DS-2019 may be reprinted for the
following reasons:

e Permit EV’s (count) dependents to enter United States separately (where “count” is the
number of dependents for the selected EV).

e Begin new program; accompanied by number (count) of immediate family members
(where “count” is the number of dependents for the selected EV).

e Other—Text that is entered in the If Other, Please Comment text box will print in the
“Purpose of the Form” section of the Form DS-2019.

When a dependent is in Active status, his or her From DS-2019 may be reprinted for the
following reasons: damaged, lost, stolen, or other.

Note: If you do not have Adobe Acrobat Version 5.0 or higher installed on your computer, see
Appendix B, Download the Latest Version of Adobe Acrobat Reader, for instructions.

To reprint a Form, perform the following:

1. On the Exchange Visitor Information screen (see Exhibit 20, Exchange Visitor Information
Screen—Initial Status, or Exhibit 24, Exchange Visitor Information Screen—Active Status)
or the Exchange Visitor Information/Dependent Information screen, click the
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Reprint DS-2019 link on the Actions menu (left side of screen). The Reprint DS-2019
screen displays.

2. Select the appropriate reason for reprinting the Form. If Other is selected, enter an
explanation in the text box provided. For example, if reprinting the Form for a participant in
Initial status because the first attempt to print failed, select Other as the reason and enter the
following comment in the If Other, Please Comment text box, “Begin New Program.”

3. Enter optional comments in the Remarks text box.

4. Click the Reprint DS-2019 button. A message displays stating that the update has been
successful (the reason for reprinting the Form was saved to SEVIS).

5. Click the Print Final DS-2019 button. A new browser window opens and the
Form DS-2019 displays using the Adobe Acrobat from which a copy of the Form may be
sent to a designated printer.

Note: During the launch of Adobe Acrobat, a File Download window may display. To
prevent this window from displaying in the future, click in the box next to always ask before
opening this type of file to remove the check mark. Click the Open button to view the
Form DS-2019.

6. When the Form DS-2019 displays in the Adobe Acrobat window, use the scroll bar on the
right side of the window to view additional pages of the Form.

7. Click the Print (| & ) button on the Adobe Acrobat toolbar. The Print window displays.

8. Ensure the name of the printer in the Name field is the printer from which the Form will
print. If it does not show the correct printer, click the down arrow to the right of the field and
select the correct printer.

9. Click OK and the Form DS-2019 will be printed on the designated printer.
10. Click the Close (Xl) button on the Adobe Acrobat window to close the window.

Note: The Form DS-2019 must be signed in blue ink by the program sponsor official whose
name is printed on the Form.

Note: If an EV is subject to the Two-Year Home-Country Physical-Presence requirement
(Section 212(e) of the Immigration and Nationality Act and PL-94-484, as amended), the
appropriate boxes will be checked in the section below Section 8 on the printed Form DS-2019.

2.6 Exchange Visitor Information Screen—lInitial Status

The Exchange Visitor Information screen provides a snapshot of the information that has been
entered on the Form DS-2019. On the left side of the screen there are links to the actions
available for EVs whose records are in Initial status. Exhibit 20, Exchange Visitor Information
Screen—Initial Status, is an example of the screen.
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Note: Initial status indicates that the EV and/or dependent records have been created and

submitted (saved to the SEVIS database) but the EV has not entered the United States or has not

reported to the program sponsor and been validated in SEVIS. Validation is the process of

updating the record to show that the EV has actually arrived at the site of activity in the United

States identified by the program sponsor and is participating in his or her program.

Exhibit 20: Exchange Visitor Information Screen—Initial Status

and Customs
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Actions:
Amnend Program
Cancel BV

Mo Show
Reprint DS-20119

walidate Program
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Edits:

Biographical
Information
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Subject/Field

Dependents

Financial Information

Site of Activity

U.S. Immigration

Personal
SEVIS ID

Farmnily Marme:
First Mame:

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

tudent & Exchange Visitor
Information System

- ’ SEVIS

Get Adobe Reader

Exchange Visitor Information

Information
+ NOODOD 107870
Comeilus
Ranier

Middle Marme:
Suffix:

Gender:

Date of Birth:

City of Birth:

Country of Birth:

Country of Citizenship:
Country of Legal Permanent,

Residance

MALE
07/10/1958
Santiago
SPAIN
SPAIN

SPAIN

Social Security Murmber:

Driver's License Number:
Driver's License Issue State:
Individual Taxpayer ID Nurnbar:

Position

Active/Initial Dependent Count:

. 134 - CIVIL SERVWICE EMPLOYEE
"IN CITY OR TOWN GOVERNMENT
1

Address

Current U.5. Address:

Address 1:1 Main Avenue
Address 2:
City: FAIRFAX
State: WIRGINIA
Zip Code: 20108 - 0001

Foreign Address:

Address 1:
Address 2:

ity

Country:
Province/Territory:
Pastal Code:

Yisa/PODE
Viza Type

Information
:3-1

Paszport Murnber:

Visa Foil Humber:

Visa Issue Date:

Viza Iszue Post:

Port of Entry:

Cate of Entry:
I-94/admission Mumber:
Port of Departure:

Date of Departure:

Funding Information

Funds:

Prograrn Sponsor:

Status Information
Status: INITIAL
Date of Last Status Change:08/11/2006
21z(e):Govemment Financing

Program Information

P-1-00468

Whispering Pines Institute
SPECIALIST

Business, Management,
Marketing, and Related Support
Services, Other
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Prograrn Nurnber:
Program Sponsor:
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Subject/Field Description:

Subjec/Field Rermarks:

Program Dates

Initial Program Begin Date:
IAP-66 Number:

Prograrn Bagin Date: 00/01/2006

Program End Date: 08/31/2007
Reinstaternent Program Begin
Data:
Pravious Prograrn End Data:
Effective Date of Transfer:
Effective Date of Completion:
Completion Reason:
Cornpletion Rernarks:
Effective Date of Termination:
Termination Reason:
Termination Rermarks:

I1-901 SEYIS Fee Payment Information
Transaction Type:
Transaction Date:
Transaction Armount:
Fee Payment/Cancelation Receipt
Murber:

U.S. Government Agency:

BROADCASTING BOARD OF GOVERMORS - $17,000.00
Intermational Drganization:

Exchange Visitar's Governrment: $3,000.00

Binational Cornmission of the Exchange Visitar's Country:
All other organizations providing support:

Personal Funds: $2,500.00
Total: $22,500.00

Primary Site

of Activity Site of Activity Address Remarks
[ }'\:‘:Listii;'”g Pl 123 Main Avenue Fairfax, VA 20108 Cornpletion of this field i= optional,
A A 9550 Governrent Center Drive Fairfax,
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The links on the Actions menu (left side of screen) provide the capability to amend the EV’s
program, validate the EV’s participation, reprint the EV’s Form DS-2019, and perform other
processes on the record of an EV. The options on the Edits menu provide the capability to edit
the EV’s and/or dependent’s data. The menu options are discussed in detail in the following
sections.

2.6.1 Actions Menu—EYV in Initial Status
When an EV is in Initial status, the Actions menu contains the following five options:

e Amend Program

e Cancel EV

e No Show

e Reprint DS-2019

e Validate Program Participation

The following sections contain detailed instructions for using each of these options.

2.6.1.1 Amend Program (EV in Initial Status)

The Amend Program link is available to update an EV’s program start date and/or end date at
any time prior to validation of the record in SEVIS.

Note: If an EV will be arriving late, his or her program begin date must be amended before
validating his or her participation in SEVIS.

To amend an EV’s program, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Amend Program link on the Exchange Visitor Information Screen—Initial Status
(see Exhibit 20). The system displays the Amend Program screen, which contains summary
data for the selected EV, including the program begin and end dates.

Change the program begin and/or end date(s).
Enter an explanation in the Remarks text box; this is a required field.

Click the Amend Program button to save the changes to the SEVIS database.

S kW

On the message screen, click the Print Final DS-2019 button to print an updated copy of the
Form, sign it in blue ink, and provide it to the EV and dependents, if any. See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.

7. Click the Return to Exchange Visitor button to return to the Exchange Visitor Information
screen and view the new data.
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2.6.1.2 Cancel Exchange Visitor (EV in Initial Status)
The Cancel EV option is available only when the EV is in Initial status. Examples of when to
use this option include:

e The EV has duplicate records that you wish to delete from SEVIS.

¢ You have learned that the EV is not coming to your program for reasons such as the
inability to obtain a visa, personal issues, etc.

¢ You have knowledge that the EV has used fraudulent documents to enroll in your
program.

To cancel an EV, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Cancel EV link (left side of screen) to access the Cancel EV screen.
3. Enter an explanation in the Remarks text box; this is a required field.

4. Click the Cancel EV button. The system displays a message stating that the EV’s record has
been canceled; the status of the EV and any dependents is Invalid. Otherwise, click the
Reset Values button to clear the information in the Remarks text box or click the Cancel
button to return to the list of EVs and dependents without canceling this EV.

Note: When an EV’s record is canceled, the system increases the allotment of Forms DS-2019
available to the program by one.

2.6.1.3 No Show (EV in Initial Status)

The No Show status is used to indicate that the EV’s program participation has not been
validated in SEVIS. When an EV’s status is No Show, the EV has violated the Exchange
Visitor Program regulations. This has an adverse, or negative, affect on the EV’s record, and on
the record of each dependent of the EV. EVs with a SEVIS status of No Show have no benefits
(for example, extension, change of category, or reinstatement).

If a program sponsor receives information about a potential EV participant who has entered the
United States but has not reported for participation, the RO or ARO may set the EV’s status to
No Show or allow the system to automatically change the status of the EV to No Show.

SEVIS will automatically change the EV’s status to No Show for either of the following reasons:

e The EV has entered the United States through a POE and has not reported to the program
sponsor and has not been validated in SEVIS within 30 days after the program begin date
listed in SEVIS.

e In a transfer situation, the EV has not been validated in SEVIS 30 days after the effective
date of transfer identified in SEVIS.

The No Show option is only available when the EV is in Initial status. The No Show link is not
available when the EV is in Transferred status.
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WARNING: DO NOT use the No Show option to cancel a duplicate record or a record that has
been issued in error. Use the Cancel EV option; otherwise, duplicate records will be canceled
automatically by the system.

Perform the following steps to set the EV’s status to No Show:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the No Show link on the Actions menu. The system displays the No Show screen.

3. Review the data to ensure this is the potential EV participant whose status is being changed
to No Show.

4. If this is not the correct record, click the Cancel button. Otherwise, click the No Show
button. The system displays a message stating that the record has been successfully updated.

5. Click the Return to Exchange Visitor button to view the EV’s record. The EV and
dependents, if any, now have a status of No Show.

2.6.1.4 Reprint Form DS-2019 (EV in Initial Status)
See Section 2.5.8, Reprint a Form DS-2019, for printing instructions.

2.6.1.5 Validate Program Participation (EV in Initial Status)

When an EV arrives in the United States to begin his or her program, the SEVIS record

(Form DS-2019) must be validated. The status of a new (initial) EV will remain Initial until his
or her program participation is validated in SEVIS.

Note: Failure to validate the EV’s SEVIS record to indicate his or her participation within 30
days of the program start date listed in SEVIS will result in cancelation of the EV’s record in
SEVIS, as stipulated in the Exchange Visitor Program regulations. The EV’s SEVIS status will
automatically change to:

e No Show if the EV has entered the country through a POE

e Invalid if the EV used the Form DS-2019 to obtain a visa but did not enter the United
States

Note: If an EV arrives at a time that is different from the program start date listed in SEVIS, his
or her program begin date must be amended before validating the EV’s program participation
(see Section 2.6.1.1, Amend Program (EV in Initial Status), for instructions).

Note: Once validated, the EV’s program begin date cannot be changed. If necessary, change the
EV’s begin date by amending his or her program (see Section 2.6.1.1, Amend Program (EV in
Initial Status), for instructions). Then, validate the EV’s participation in your program.
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To validate an EV’s program participation, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose program participation is
being validated (perform a search for the record or use the EV_Lists link).

2. Click the Validate Program Participation link on the Actions menu (left side of screen) to

access the Validate Program screen. Exhibit 21, Validate Program Screen, is an example of
this screen.

Exhibit 21: Validate Program Screen

USS, Immigratiol 2/ -
and Customs s h-Yog Student & Exchange Visitor

Enforcement Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Get Adobe Reader

Program Number: P-1-00468

validate Program
Required fields are marked with an asterisk (*).

Farnily Hame: Cormneilus
Suffis:
Date of Birth: 07 /10/105%8
Country of Birth: SPAIN
Country of Legal Perranent Residence: SPAIN
Active/Initial Dependent Count: 1

Frogram Sponzor: Whispering Pines Institute

Category: SPECIALIST

Subject/Field Rermarks: None.

IAP-86 Mumber:

Program End Date: 08/31/2007

Previous Program End Date:

Fazsport Humber:

Visa [ssue Date:

Paort of Entry:

I-94/Adrizzion Mumber:

Date of Departure

122 Main Avenus

FAIRFAR

WVIRGIMIA

[20105 “Jooor

2.  Passport Number: |

4.  Passport Expiration Date:

| (MM /DD /¥YYYY)

Ii

6. Post/County of Wisa Issuance: I LI

&. Visa Issue Date: I (MM/DD/YYYY)

10. Port of Entry: | =

08/16/2006 (Wednesday)
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3. Review the EV’s data. The system displays the U.S. address currently in SEVIS. Update the
current U.S. address (residence) for this EV (22 CFR 62.79(d)), if necessary.

Note: When entering data for Secondary Students (high school students), enter the name of
the host family in the Address 1 field and enter the street address for this residence in the
Address 2 field. For an Au Pair, enter the host family’s address.

Note: Passport, visa, and port of entry information may be received from other systems.
However, if the fields are not filled in, the following data may be entered, if available:

Passport Number

Passport Issuing Country
Passport Expiration Date
Visa Number

Post/Country of Visa Issuance
Visa Expiration Date

Visa Issue Date

Admission Number

Port of Entry

Date of Entry

4. Click one of the following buttons:

Validate Program The system will display the Listing of Programs screen. The SEVIS

status of the EV and dependents, if any, is Active. There is no need to
print a new Form for the EV and/or dependent unless the Form has
been lost, stolen, or damaged.

Note: The current U.S. address (where the EV will reside) is
collected in SEVIS but does not print on the Form DS-2019.
Therefore, do not print a new Form for the EV at this time. When the
Form DS-2019 is printed from SEVIS, the address of the primary site
of activity entered in SEVIS for the EV will print in the U.S. Address
field on the Form.

Reset Values Click this button to return all unsaved entries to the previous values.

Cancel

Click this button to return to the Exchange Visitor Information screen
without validating the EV’s program participation.

Print Draft DS-2019 | There is no need to use this button.
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2.6.2 Edits Menu—EV in Initial Status
The Edits menu contains the following options:

e Biographical Information

e Category and Subject/Field
e Dependents

¢ Financial Information

o Site of Activity
The following sections contain detailed instructions for using each option.

2.6.2.1 Edit Category and Subject/Field (EV in Initial Status)

The Category and Subject/Field option is only available when the EV is in Initial status. Using
this link, the EV’s category and/or Subject/Field of study may be modified prior to the EV
obtaining a visa.

Note: Under Regulation 8 CFR 214.5, an EV from a country on the restricted country list may
not engage in or seek to obtain training in aviation maintenance, flight training or operations, or
nuclear-related studies or training. Therefore, you may not create or update an EV’s personal or
program information as follows:

e Ifan EV’s COB or COC is on the restricted country list, you may not select or update his
or her field of study to training in aviation maintenance, flight training or operations, or
nuclear-related studies or training.

e Ifan EV’s field of study is in aviation maintenance, flight training or operations, or
nuclear-related studies or training, you may not select or update his or her COB or COC
to a country that is on the restricted country list.

To modify these data, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose information is being
changed (perform a search for the record or use the EV_Lists link).

2. Click the Category and Subject/Field link on the Edits menu. Exhibit 22, Category and
Subject/Field Screen, is an example of the screen that displays.
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Exhibit 22: Category and Subject/Field Screen

US. Immigrationy R 2 A ' -
and Customs e w Student & Exchange Visitor
Enforcement = f - i - \ Information System

t

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logou

Get Adobe Reader

Category and Subject/Field

Required fields are marked with an asterisk (*).

Farnily Marne: Comeilus
Suffix:
Crate of Birth: 07/10/1958
Country of Birth: SPAIN
Country of Legal Permanent Residence: SPAIN
Active/Initial Dependent Count: 1
Program Sponsor: Whispering Pines Institute

ategory: SPECIALIST

i

Subject/Field Remarkz: None.

IAP-66 Number:

Prograrm End Date: 08/31/2007

Previous Program End Date:

Pazsport Mumber:

Wisa Izsue Date:

Port of Entry:

I-94/Admission Mumber:

Date of Departure:

1. * Exchange Visitor

st [spECIALIST =1

Enter cornments in this text box,

Submit Reset Values Cancel |

08/16/2006 (Wednesday)

3. To change the EV’s category, select an option from the Exchange Visitor Category
drop-down list.

4. To change the EV’s field of study, click the Select button to display the Select Subject Code
screen.

5. Make a selection from the Category drop-down list.

6. Click the Search button to view the list of subjects associated with the category selected.
Exhibit 23, List of Subject Codes Screen, is an example of the screen that displays.
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Exhibit 23: List of Subject Codes Screen

Student & Exchange Visitor EVI
Information System

Get Adobe Reader

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Select Subject Code

Select a category and click "Search™ to display related subjects ffields. Then click on the visitor's subject/field in the list

displayed.
Category :IBUSINESS, MAMAGEMENT, MARKETING, AMD RELATED SUPPORT SERWICES ;I
Search Cancel
rSuhjectsfFieldﬂ
52,0301 Acgpunting
52,0302 Acgpunting Technalogy/Technician and Bookkeeping
52,0305 Acgbunting and Business/Managerment (NEW]
52,0304 Acdpunting and Finance (MEW)
52,0339 Acdpunting and Related Services, Other
52,1304 ActRarial Science
52,0401 Adrhinistrative Assistant and Secretarial Science, General
52,1204 aApdlarel and Accessories Marketing Operations
52,1901 Augioneering
52,0202 Auditing (MEW)
52,0803 Bafking and Financial Support Services
52,0201 Budiness Adrninistration and Management, General
52,0299 Bufiness Administration, Managerment and Operations, Other
52,0439 Bufiness Operations Support and Secretarial Services, Other
52,1302 Bufness Statistics
52,1208 Budiness and Personal/Financial Services Marketing Operations [NEW)
52,9292 Budiness, Managerant, Marketing, and Related Support Services, Other
o1 nessfCormmmerce, Genaral

ness/Carparate Communications
- er’ManagerlaI Economics e
"ﬂmatlon.l"Technologw’DataJ:xd—-""—)

Subject/Field Codes

7. Find the subject that most closely matches the EV’s field of study and click its code, at the
left end of the row. The screen automatically returns to the Category and Subject/Field
screen and the final selection is displayed. If necessary, click the Clear button to remove
this code and repeat Steps 3 through 7.

8. Enter an explanation in the Subject/Field Remarks text box. Do not use hard returns (that
is, do not press the Enter key) when entering text; doing so may make the text wrap and
print in field 5 on the Form DS-2019. Exhibit 14 is an example of how the text may print
when hard returns are used.

Note: The text may be shortened on the printed Form DS-2019 if it is longer than the
available space. However, the entire text may be viewed in SEVIS.

9. Click the Submit button. A message displays stating that the EV’s record has been
successfully updated.

10. On the message screen, click the Print Final DS-2019 button to print a new Form, sign it in
blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6, Print a Draft or
Final Form DS-2019, for printing instructions.)

Note: The purpose that will print on the Form will be, “Begin New Program -
Category/Subject/Field Modified.”
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2.6.2.2 Edit Biographical Information and U.S. Address (EV in Initial Status)

The Biographical Information option provides access to the Edit Biographical Information
screen for the selected EV, which is used to modify biographical data and/or U.S. address. In
accordance with the regulations (22 CFR 62.70(b), an RO or ARO must update the actual and
current U.S. address information within 21 days of being notified by a participant of a change in
his or her address.

Note: The Biographical Information option is not available after a visa has been issued to the
EV. To edit the biographical data after the EV has obtained a visa and is still in Initial status,
you must wait until the EV arrives in the United States and has his or her program participation
validated in SEVIS.

To edit the EV’s personal data, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose information is being
changed (perform a search for the record or use the EV_Lists link).

2. Click the Biographical Information link on the Edits menu. The Biographical Information
screen displays.

3. Make the necessary updates to the EV’s biographical information. For detailed instructions
on how to complete this screen, see Section 2.5.1, Complete Page 1 of the Form DS-2019—
Personal Information.

Note: Under Regulation 8 CFR 214.5, an EV from a country on the restricted country list
may not engage in or seek to obtain training in aviation maintenance, flight training or
operations, or nuclear-related studies or training. Therefore, you may not create or update an
EV’s personal or program information as follows:

e Ifan EV’s COB or COC is on the restricted country list, you may not select or update
his or her field of study to training in aviation maintenance, flight training or
operations, or nuclear-related studies or training.

e Ifan EV’s field of study is in aviation maintenance, flight training or operations, or
nuclear-related studies or training, you may not select or update his or her COB or
COC to a country that is on the restricted country list.

4. Click the Update Information button to save the changes. The system displays a message
stating that the record has been successfully updated.

5. Click the Print Final DS-2019 button to print a new Form, sign it in blue ink, and provide it
to the EV and dependents, if any.
Note: When the EV is in Initial status and his or her biographical data are updated, the

purpose that will print on the Form will be, “Begin New Program—Biographical Information
Modified.”
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2.6.2.3 Edit Dependent Data (EV in Initial Status)

The Dependents link on the Exchange Visitor Information screen for an EV in Initial status
provides the capability to make the following additions, corrections, and/or updates to dependent
records:

e Add dependents

e Delete dependents

e [Edit dependent data

e Reprint the dependent’s Form DS-2019

¢ Indicate that the dependent is a “no show”
The following sections contain detailed instructions for completing each of these processes.

2.6.2.31 ADD DEPENDENT (EV IN INITIAL STATUS)

Note: The Add Dependent option is not available after a visa has been issued to the EV. To add
a dependent after the EV has obtained a visa and is still in Initial status, you must wait until the
EV arrives in the United States and has his or her program participation validated in SEVIS. The
dependent will have to travel to the United States at a later date to join the EV.

Note: If both a husband and wife are entering the United States on J-1 visas, add the dependent
child’s information to only one SEVIS record (Form DS-2019). Do not add the dependent
child’s information to both parents’ records/Forms. Doing so will give the dependent child two
SEVIS records.

To add a dependent to the record of an EV who is currently in Initial status, perform the
following:

1. Access the Exchange Visitor Information screen for the EV whose information is being
updated (perform a search for the record or use the EV_Lists link).

2. Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

3. Click the Add Dependent link near the bottom of the screen. The system displays the
Exchange Visitor Information—Add Dependent screen.

4. An asterisk (*) precedes the fields that must be completed. To complete this screen, enter the
following data:

Field Description/Explanation

* 1. Family Name Enter the surname or last name of the dependent. If the
dependent has only one name, enter it in this field.
Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
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Field Description/Explanation
on the National ID card.
2. First Name Enter the first name of the dependent. This field may be

left blank if the dependent has only one name.

Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

3. Middle Name Enter the middle name of the dependent. This field may
be left blank if the dependent has no middle name.
Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

4. Suffix Select a title, such as Junior, that may display at the end

of a person’s name.

* 5. Date of Birth Enter the dependent’s date of birth in MM/DD/YYYY
format.

* 6. Gender Select the dependent’s gender, male or female.

* 7. Relationship Select Spouse or Child. A dependent child must be
younger than 21 years of age.

* 8. City of Birth Enter the unabbreviated name of the city where the
dependent was born.

* 9. Country of Birth Select the name of the country where the dependent was
born.

Note: United States may be selected as Country of
Birth if the dependent was born to a foreign diplomat or
is an expatriate. If the person was born in the United
States or a U.S. territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United States or
U.S. Territory is chosen... drop-down list.

10. Country of Citizenship Select the country in which the dependent is a citizen.

* 11. Country of Legal Select the country in which the dependent is an LPR.
Permanent Residence For most dependent applicants, the Country of Legal
Permanent Residence will be the same as the Country of
Citizenship. Some applicants, however, will be
permanent residents of other countries. Note the
difference between permanent and temporary residence.
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Field

Description/Explanation

For example, a French citizen who is teaching in Italy
on a l-year contract, and making application for a J visa
from Italy, would not be considered an LPR of Italy.

12. Social Security Number

Enter the dependent’s Social Security number.
Completion of this field is optional.

13. Driver’s License Number

Enter the dependent’s driver’s license number assigned
by the state that issued the license. Completion of this
field is optional.

14. Driver’s License Issue
State

Select from the drop-down list the state that issued the
driver’s license to the dependent, if applicable.
Completion of this field is optional.

15. Individual Taxpayer ID
Number

Enter the taxpayer ID for a dependent who is employed
or has such an ID. Completion of this field is optional.

5. Click one of the following buttons:

Add Dependent Click this button to complete the process. A message displays stating
that the dependent has been successfully added.

Click the Print Final DS-2019 button to print the dependent’s Form.
See Section 2.5.6, Print a Draft or Final Form DS-2019, for

instructions.
Reset Values Click this button to return all unsaved entries to the previous values.
Cancel Click this button to return to the Exchange Visitor Dependents Menu

screen without adding a dependent.

2.6.2.3.2 DELETE DEPENDENT (EV IN DRAFT OR INITIAL STATUS)

The Delete Dependent option is only available when the EV is in Draft or Initial status and the
record contains no visa information. To delete a dependent, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose dependent is being
deleted (perform a search for the record or use the EV_Lists link).

2. Click the Dependents link on the Edits menu. The system displays the Exchange Visitor

Dependents Menu screen.

3. Click the Delete link to the right of the name of the dependent whose record is being deleted.
The Delete Dependent screen displays.

4. Review the data to ensure that this is the correct dependent.

5. Scroll to the bottom of the screen and click the Delete Dependent button. A message
displays stating that the dependent’s SEVIS record has been deleted.

2.6.2.3.3 EDIT DEPENDENT DATA (EV IN DRAFT OR INITIAL STATUS)

Note: The Edit Dependent option is not available after a visa has been issued to the EV. To edit
a dependent’s data after the EV has obtained a visa and is still in Initial status, you must wait
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until the EV arrives in the United States and has his or her program participation validated in
SEVIS.

To edit the dependent’s biographical data, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose dependent’s information
is being changed (perform a search for the record or use the EV_Lists link).

2. Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

3. Click the dependent’s SEVIS ID link (for example, N1234567890) to access the Exchange
Visitor Information—Dependent Information screen.

4. Click the Edit link on the Actions menu to display the Exchange Visitor Information—Edit
Dependent screen.

5. Scroll to the Edit Dependent section of the screen. Below is a brief description or
explanation of the fields on this screen. An asterisk (*) precedes the fields that are required.
To complete this screen, enter/modify the following data:

Field Description/Explanation

* 1. Family Name Enter the surname or last name of the dependent. If the
dependent has only one name, enter it into this field.
Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

2. First Name Enter the first name of the dependent. This field may be
left blank if the dependent has only one name.

Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

3. Middle Name Enter the middle name of the dependent. This field may
be left blank if the dependent has no middle name.

Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

4. Suffix Select a title, such as Junior, that may display at the end
of a person’s name.
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Field

Description/Explanation

* 5, Date of Birth

Enter the dependent’s date of birth in MM/DD/YYYY
format.

* 6. Gender

Select the dependent’s gender, male or female.

* 7. Relationship

Select Spouse or Child. A child dependent must be
younger than 21 years of age.

* 8. City of Birth

Enter the unabbreviated name of the city where the
dependent was born.

* 9, Country of Birth

Select the country where the dependent was born.

Note: United States may be selected as Country of
Birth if the dependent was born to a foreign diplomat or
is an expatriate. If the person was born in the United
States or a U.S. territory, select an option from the If the
United States or U.S. Territory is chosen...
drop-down list.

* 10. Country of Citizenship

Select the country in which the dependent maintains
citizenship.

* 11. Country of Legal
Permanent Residence

Select the country in which the dependent is an LPR.
For most dependent applicants, the Country of Legal
Permanent Residence will be the same as the Country of
Citizenship. Some applicants, however, will be
permanent residents of other countries. Note the
difference between permanent and temporary residence.
For example, a French citizen who is teaching in Italy
on a l-year contract, and making application for a J visa
from Italy, would not be considered an LPR of Italy.

12. Social Security Number

Enter the dependent’s Social Security number.
Completion of this field is optional.

13. Driver’s License Number

Enter the dependent’s driver’s license number assigned
by the state that issued the license. Completion of this
field is optional.

14. Driver’s License Issue
State

Select from the drop-down list the state that issued the
driver’s license to the dependent, if applicable.
Completion of this field is optional.

15. Individual Taxpayer ID
Number

Enter the taxpayer ID for a dependent who is employed
or has such an ID. Completion of this field is optional.

6. Click one of the following buttons:

Submit Edit Click this button to complete the process. The system displays a
message stating that the update to the dependent’s data has been
successfully saved to SEVIS.

Note: When the SEVIS status of the EV and dependent is Draft, the
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dependent’s Form DS-2019 will print along with the EV’s Form when
the Print feature is used at the time the Form is submitted in SEVIS.
When the status of the dependent is Initial, click the Print Final
DS-2019 button on the message screen to print a copy of the
dependent’s Form. See Section 2.5.6, Print a Draft or Final

Form DS-2019, for instructions.

Reset Values Click this button to return all unsaved entries to the previous values.

Cancel Click this button to return to the Exchange Visitor Dependents Menu

screen without updating the dependent’s data.

2.6.2.34 REPRINT FORM DS-2019 FOR A DEPENDENT (EV IN INITIAL STATUS)

When a dependent is in Initial status, his or her Form DS-2019 can be reprinted for the following
reasons:

e Permit EV’s (count) dependents to enter United States separately (where “count” is the
number of dependents for the selected EV).

e Begin new program; accompanied by number (count) of immediate family members
(where “count” is the number of dependents for the selected EV).

e Other—Text that is entered in the If Other, Please Comment text box prints in the
“Purpose of the Form” section of the Form DS-2019.

To reprint the Form for a dependent, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose dependent’s Form is being
reprinted (perform a search for the record or use the EV_Lists link).

Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

Click the dependent’s SEVIS ID link (for example, N1234567890) to access the Exchange
Visitor Information—Dependent Information screen.

Click the Reprint DS-2019 link on the Actions menu to display the Reprint DS-2019 screen.

Select a reprint reason from the drop-down list. If Other is selected, provide an explanation
in the text box provided.

Enter optional comments in the Remarks text box.

Click the Reprint DS-2019 button. A message displays stating that the update has been
successful (the reason for reprinting the Form has been saved to SEVIS). The reprint reason
selected will print on the Form.

Click the Print Final DS-2019 button on the message screen. A new browser window opens
and the Form DS-2019 displays using Adobe Acrobat from which a copy of the Form may be
sent to a designated printer.
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Note: During the launch of Adobe Acrobat, a File Download window may display. To
prevent this window from displaying in the future, click the box next to always ask before
opening this type of file to remove the check mark. Select the Open button to view the
Form DS-2019.

9. When the Form DS-2019 displays in the Adobe Acrobat window, use the scroll bar on the
right side of the window to view additional pages of the Form.

10. Click the Print ( i ) button on the Adobe Acrobat toolbar. The Print window displays.

11. Ensure the name of the printer listed in the Name field is the printer from which the Form
will be printed. If it does not show the correct printer, click the down arrow to the right of
the field and select the correct printer.

12. Click OK and the Form DS-2019 will be printed on the designated printer.
13. Click the Close (XI) button on the Adobe Acrobat window to close the window.

2.6.2.3.5 NO SHOW—DEPENDENT

The status of the dependent may be set to No Show separately from the EV (see Section 2.6.1.3,
No Show (EV in Initial Status), for an explanation of the No Show status). When a dependent’s
status is No Show, the dependent has violated the Exchange Visitor Program regulations. This
has an adverse, or negative, affect on the dependent’s record.

Note: Setting a dependent’s status to No Show has no affect on the EV’s record.

To change a dependent’s status to No Show, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose dependent is being
marked as “no show” (perform a search for the record or use the EV Lists link).

2. Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

3. Click the dependent’s SEVIS ID link (for example, N1234567890) to access the Exchange
Visitor Information—Dependent Information screen.

4. Click the No Show link on the Actions menu to display the No Show screen.

5. Review the data to ensure that this is the dependent whose status is being changed to No
Show.

6. If this is not the correct record, click the Cancel button. Otherwise, click the No Show
button. The system displays the Exchange Visitor Dependents Menu screen and the
dependent’s status is No Show.

2.6.2.4 Edit Financial Information (EV in Initial Status)

Note: The Financial Information option is not available after a visa has been issued to the EV.
To edit financial data after the EV has obtained a visa and is still in Initial status, you must wait
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until the EV arrives in the United States and has his or her program participation validated in
SEVIS.

To edit an EV’s financial data while the EV is in Initial status, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose data are being updated
(perform a search for the record or use the EV Lists link).

2. Click the Financial Information link on the Edits menu. The system displays the Edit
Financial Information screen.

3. Make the necessary updates. See Section 2.5.4, Complete Page 4 of the Form DS-2019—
Financial Information, for detailed descriptions of each field and/or section on the screen.

Note: Financial data should reflect the amount of financial support provided to the EV for
the duration of his or her program shown on all Forms DS-2019.

4. Click the Update Information button. A message displays stating that the data have been
successfully updated.

2.6.2.5 Edit Site of Activity (EV in Initial Status)

Note: The Site of Activity option is not available after a visa has been issued to the EV. To edit
a site of activity after the EV has obtained a visa and is still in Initial status, you must wait until
the EV arrives in the United States and has his or her program participation validated in SEVIS.

To edit the site of activity information for an EV in Initial status, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose data are being updated
(perform a search for the record or use the EV Lists link).

2. Click the Site of Activity link on the Edits menu. The system displays the Site of Activity
Menu screen.

3. To edit data for an existing site of activity, click the Edit link to the right of the address for
the Site of Activity listed near the bottom of the screen. The Edit Site of Activity screen
displays.

4. Make the necessary changes to the name and address for the site of activity.

5. Click the Update Site of Activity button. A message displays stating that the data have been
successfully updated in SEVIS.

6. If the updated site of activity is the primary site of activity, print a copy of the
Form DS-2019, sign it in blue ink, and provide it to the EV and dependents, if any. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing instructions.

2.6.2.6 Add Site of Activity (EV in Initial Status)

Note: The Site of Activity option is not available after a visa has been issued to the EV. To add
a site of activity after the EV has obtained a visa and is still in Initial status, you must wait until
the EV arrives in the United States and has his or her program participation validated in SEVIS.
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All EVs must have at least one site of activity. However, multiple sites of activity may be added
for an EV. To add a site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV for whom a site of activity is
being added (perform a search for the record or use the EV_Lists link).

2. Click the Site of Activity link on the Edits menu. The system displays the Site of Activity

Menu screen.

3. Below is a brief description or explanation of the fields on this screen. An asterisk (*)
precedes the fields that must be updated. To complete this screen, enter/modify the

following data:

Field

Description/Explanation

* 1. Site of Activity

Enter the name of the place where an EV will participate
in his or her program.

* 2. Site of Activity Address Enter the physical location of the site. Do not include a

post office box number in this address.

Note: For an Au Pair, enter the host family’s address.
For Secondary Students (high school students), enter the
address of the high school.

Note: The address that prints in the U.S. Address field
on the Form DS-2019 is the EV’s primary site of
activity address.

3. Remarks

Enter optional comments.

4. Click one of the following buttons:

Add Site of Activity

Click this button to save the data entered for this EV. A message
displays stating that the data have been successfully saved to SEVIS.
On the message screen, if data for the primary site of activity have
been updated, click the Print Final DS-2019 button to print the Form
and provide it to the EV and dependents, if any. See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.
Otherwise, click the Return to Exchange Visitor button to view the
Exchange Visitor Information screen; some of the information for the
site that has been added will be included below the EV’s information.
Note: Multiple sites of activity may be added for an EV; follow the
procedures above to add other sites of activity.

Reset Values

Click this button to clear all entries on the screen.

Cancel

Click this button to return to the previous page without adding a site
of activity.

Print Draft DS-2019
(on the Site of
Activity Menu screen
[see Exhibit 15])

Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.
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2.6.2.7 Change Primary Site of Activity (EV in Initial Status)

The U.S. address that prints on the EV’s Form DS-2019 is the primary site of activity address.
When an EV has more than one site of activity, the primary site of activity may be changed.

To change the EV’s primary site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Site of Activity link on the Edits menu. The Site of Activity Menu screen displays.

3. Click the radio button to the left of the site of activity that should be the primary site of
activity.

4. Click the Change Primary Site of Activity button. A message displays stating that the
primary site of activity has been changed.

5. Click the Print the Final DS-2019 button on the message screen to print an updated copy of
the Form, sign it in blue ink, and provide it to the EV and dependents, if any. Otherwise,
click the Return to Exchange Visitor button to return to the Exchange Visitor Information
screen.

2.6.2.8 Delete Site of Activity (EV in Draft or Initial Status)

All EVs must have at least one site of activity. However, sites of activity may be deleted for an
EV whose Form DS-2019 is in Draft or Initial status, and contains more than one site of activity.

To delete a site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Site of Activity Menu screen.

4. Click the Delete link in the Commands column for the site of activity that should be deleted.
The Delete Site of Activity screen displays.

5. Review the data to ensure that this is the correct site of activity.

6. Click the Delete Site of Activity button to complete the process. The Site of Activity Menu
screen displays.

2.7 Exchange Visitor Information Screen—Active Status

The Exchange Visitor Information screen provides a snapshot of the information that has been
entered on the Form DS-2019. On the left side of the screen are links to the actions, edits, and
transfer possibilities appropriate to the EV’s current status. Exhibit 24, Exchange Visitor
Information Screen—Active Status, is an example of the screen.
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Exhibit 24: Exchange Visitor Information Screen—Active Status

ULS. Immigration
and Customs
Enforcement

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Actions:

Personal Information
SEVIS I[D: NOOOO107E79
Farnily Narne: Comeilus
First Marne: Ranier
Middle Narme:
Suffix:
Gender: MALE
Date of Birth: 07/10/19058
City of Birth: Santiago
Country of Birth: SPAIN
Country of Citizenship: SPAIN
Country of Legal Permanenty oo
Residence:
Social Security Mumber:
Driver's License Murmber:
Driver's License Issue State:
Individual Taxpayer 1D Humber:

Change of Category
Reguest

Correct Minor or
Technical Infraction

Correct SEVIS Status

End Program for EW

Extension within the
maxirmurn duration of
patticipation

Reprint DE-2019

Shorten Prograrn for
EV

Terminate EV Position:

Edits: Active/Initial ependent Count: 1
Bicgraphical
Infarrmation Address

Current U.5. Address:
Address 1:122 Main Avenue
Address 2:
City: FAIRFAX
State: WIRGINIA
Zip Code:20108

Dependents

Financial Information

Site of Activity

Subject/Fisld Foreign Address:
Address 11
Transfer: Address 2:
SEVIS to SEVIS cou:ét:i
Transfer Province/Territary:
Postal Code:

YisafPOE Information
Visa Type: 3-1

Passpaort Murnber:
“isa Foil Murber:
Viza Iscue Data:
Misa Issue Post:
Port of Entry:
Date of Entry:
I-34/Admission Humber:
Port of Departura:
Date of Departure:

Funding Information
Funds:

Pragram Sponsor
U.S. Government Agency:

International Organization:
Exchange Wisitor's Government:

Personal Funds:

Total:

Primary Site

of Activity Site of Activity Address
= Whispering Pines

Institute
o City of Fairfax £ Qoxr
Dependents
SEYIS ID Family Name
HOOOO107880 Cornelius

Student & Exchange ¥isitor

Information System

Exchange Visitor Information

124 - CIVIL SERVICE EMPLOYEE
INCITY DR TOWN GOWERNMENT

Fee Payment/Cancelation Receipt

BROADCASTING BOARD OF GOVERNORS -

Binational Comrission of the Exchange Visitor's Country:

All other organizations providing support:

122 Main Avenue Fairfax, VA 20108

9550 Government Center Drive Fairfax,

First Name
Matazha

08/16/2006 (Wednesday)

SEVIS

Get Adobe Reader

Status Information
Status: ACTIVE
Date of Last Status Change:02/16 /2006
212(e): Government Financing

Program Information
Prograrn Murnber: P-1-00468
Program Sponszor: Whispering Pines Institute
Category: SPECIALIST
Business, Management,
Subject/Field Dascription: Marketing, and Related Support
Services, Dther
Subject/Field Remarks: None.

Program Dates

Initial Program Begin Date:
IAP-66 Humnber:

Program Begin Date: 09/01/2006

Program End Date: 0&/31/2007
Reinstaternent Pragram Begin
Date:
Previous Pragrarm End Date:
Effective Date of Transfer:
Effactive Date of Completion:
Completion Reason:
Completion Rernarks:
Effective Date of Termination:
Terrnination Reason:
Termination Remarks:

I-901 SEY¥IS Fee Payment Information
Tranzackion Type:
Tranzaction Late:

Transaction Arnount:

Murmnber:

$17,000.00

$3,000.00

$2,500.00
$22,500.00

Remarks

Completion of this field is aptional.

Status
ACTIVE

Gender
FEMALE

Relationship
SPOUSE

The following sections provide information about each of the options on the Actions, Edit, and

Transfer menus.

2.71 Actions Menu—EYV in Active Status
The options/links on the Actions menu provide access to the following processes, which are

listed in alphabetical order:
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e Cancel Change of Category Request—Only available if a Change of Category Request
has been submitted to, but not processed by, DoS.

e Cancel Extension Beyond Maximum Duration of Participation Request—Only available
if an Extension Beyond Maximum Duration of Participation Request has been submitted
to but not processed by DoS.

e Cancel Reinstatement — Update SEVIS Status Request— Only available if a
Reinstatement — Update SEVIS Status request has been submitted to, but not processed
by, DoS. See Section 2.10, SEVIS Correction Processes for instructions.

e Change of Category

e Correct Minor and Technical Infraction

e Correct SEVIS Status—See Section 2.10, SEVIS Correction Processes, for instructions.
¢ End Program for Exchange Visitor

e Extension Beyond the Maximum Duration of Participation

e Extension Within the Maximum Duration of Participation

e Matriculation—Only available for college and university students.

e Reinstatement — Update SEVIS Status—See Section 2.10, SEVIS Correction Processes,
for instructions.

e Reprint Form DS-2019
e Shorten Program for Exchange Visitor

e Terminate Exchange Visitor

The following sections provide detailed instructions for the options listed above except for the
Correct SEVIS Status, Reinstatement — Update SEVIS Status, and Cancel Reinstatement —
Update SEVIS Status options. See Section 2.10, SEVIS Correction Processes, for detailed
instructions for these processes.

2.7.1.1 Change of Category Request (EV in Active Status)

A change of category request for an EV may be submitted to DoS. Any change must be clearly
consistent with and closely related to the participant’s original exchange objective and necessary
due to unusual or exceptional circumstances. (See Appendix E, Exchange Visitor Categories, for
a list and explanation of all categories. DoS must review and approve this request.

Note: The change of category request, non-refundable fee, and all supporting documentation
must be submitted to DoS prior to the EV’s program end date so that the EV does not fall out of
status.

To request a change of category for an EV, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose request is being processed
(perform a search for the record or use the EV Lists link).
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2. Click the Change of Category Request link on the Actions menu. The Change of Category
Request screen displays. It contains summary information for the selected EV, and the lower
half of the screen is used to make the request for change of category. Exhibit 25, Change of
Category Request Screen, is an example of the screen.
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Exhibit 25: Change of Category Request Screen

USS, Immigratiol

@ and Customs

i Student & Exchange Visit
Enforcement . : Information System

Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Get Adobe Reader

Change of Category Request

Required fields are marked with an asterisk {*).

Farnily Marme: Comeilus

Suffix:

Date of Birth: 07/10/1958

Country of Birth: SPAIN

Country of Legal Permanent Residence: SPAIM

Active/Initial Dependent Count: 1

Programn Sponsor: Whispering Pines Institute

i i PECIALIST

Subj; eEt/Fle\d Remasrks: None.

1AP-£€ Number

Program End Date: 08/31/2007

evious Program End Date:

ssport Mumbert

Vlsa Issue Date:

ort nf Entr

I-94/Admission Mumber:

Date of Departure:

m i
1. Exchange Visitor SPECIALIST
Category:

Enter comments in this text box,

3.* Program Begin Date [0570i72008 | (MDD )

7.* Financial support from organizations other than the sponsor will be provided by one or more of the following:

BROADCASTING BOARD OF GOVERNORS

Select One

International ©rganization(s): [max of 2]

[select one =1 4|
If OTHER is selected, enter the name of the Organization or Agency below.

|select one = ¢

If DTHER is selacted, enter the name of the Organization or Agency below,

I

The Binational ommission of the Exchange Yisitor's Country:

Personal funds:

08/16/2006 (Wednesday)
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3. Below is a list with a brief description or explanation for the fields and sections on this
screen. An asterisk (*) precedes the fields and sections that must be completed. Enter the

following data:

Field/Section

Description/Explanation

*

1. Exchange Visitor Category

Select the desired J visa participant category for
the EV. The options available on the drop-down
list relate to those authorized for your organization
by DoS.

*

2. Subject/Field Description

To change the current subject/field description,
perform the following:

1. Click the Select button to display the Select
Subject Code screen and make a selection from
the Category drop-down list.

2. Click the Search button to view the list of
subjects/fields for the selected category. Find
the subject that most closely matches the EV’s
field of study and click its code, at the left end
of the row. The system automatically returns
to the Change of Category Request screen and
the final selection is displayed.

3. Ifnecessary, click the Clear button to delete
this information from the screen and repeat
Steps 1 and 2.

*

Subject/Field Remarks

Enter additional remarks regarding the EV’s
program while in the United States or enter
“None.” Do not use hard returns (that is, do not
press the Enter key) when entering text; doing so
may make the text wrap and print in field 5 on the
Form DS-2019. Exhibit 14 is an example of how
the text may print when hard returns are used.
Note: The text may be shortened on the printed
Form DS-2019 if it is longer than the available
space. However, the entire text may be viewed in
SEVIS.

*

3. Program Begin Date

Enter the date, determined by the program
sponsor, on which the EV’s participation in the
new category will begin. It must be entered in
MM/DD/YYYY format.

*

4. Program End Date

Enter the date, determined by the program
sponsor, on which an EV’s participation in the
new category will end. It must be entered in
MM/DD/YYYY format.

The end date, in combination with the begin date,
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Field/Section

Description/Explanation

must:

e Be equal to or greater than the minimum
duration of participation

and

e Cannot exceed the maximum duration of
participation for the EV’s selected
category, as identified in the Exchange
Visitor Program regulations or the program
sponsor’s designation.

See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.

5. Remarks

Enter optional comments.

6. During the period covered by

this program, the total
estimated financial support (in
U.S. dollars) is to be provided
to the exchange visitor by:

Note: The EV must have at least one source of
funding listed in Sections 6 and/or 7 of the
electronic Form DS-2019.

Enter the following information as applicable.

Current Program Sponsor

If applicable, enter the amount, in U.S. dollars,
that the program sponsor will contribute to the EV.

This program sponsor (has/has
not) received funding for
international exchange from
one or more U.S. Government
Agency(ies) to support this
exchange visitor. If any U.S.
Government Agency(ies)
provided funding, indicate the
Agency(ies) by code below.

Select has or has not to indicate whether the EV
has received direct or indirect funding from U.S.
Government agencies. This is a required field.
Note: If has is selected in response to this
statement, complete Section 7 of the electronic
Form DS-2019.
¢ Direct Funding—Financed in whole or in
part by the U.S. Government or the EV’s
government with funds contributed directly
to the EV in connection with his or her
participation in an Exchange Visitor
Program.
e Indirect Funding—Financed by one of
the following:

— An international organization with
funds contributed by either the U.S.
Government or the EV’s government
for use in financing international
educational and cultural exchanges.

— An organization or institution with
funds made available by either the U.S.
Government or the EV’s government
for the purpose of furthering
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Field/Section

Description/Explanation

international educational and cultural
exchanges.

*

7. Financial Support from

organizations other than the
sponsor will be provided by one
of the following:

The EV must have at least one source of funding
listed in Sections 6 and/or 7. If necessary,
complete one or more of the fields in this section.
Note: Financial data should reflect the amount of
financial support provided to the EV for the
duration of his or her program shown on all
Forms DS-2019.

Note: All dollar amounts must be entered in
SEVIS without commas and periods, and should
be rounded to the nearest dollar. For example,
$25,057.89 should be entered in SEVIS as 25058.

U.S. Government Agency(ies)
[maximum of two]

Select the agency from which the EV has received
funding, and enter the amount in U.S. dollars.
Note: If Other is selected, enter the name of the
organization in the text box provided. The name
and amount of funding will print on the

Form DS-2019.

International Organization(s)
[maximum of two]

Select the organization from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other is selected, enter the name of the
organization in the text box provided. The name
and amount of funding will print on the

Form DS-2019.

The Exchange Visitor’s Enter the amount, in U.S. dollars, that the EV’s
Government government is contributing.

The Binational Commission of | Enter the amount, in U.S. dollars, that the

the Exchange Visitor’s Binational Commission is contributing.
Country

All other organizations Enter the amount, in U.S. dollars, that all other
providing support organizations are contributing.

Note: Enter each organization name and the
amount of money being given to the EV. For
example, ABC Agency (500), DEF Organization
(2500), XYZ (2000). (Only 80 characters can be
entered into this field.) The names and amounts of
funding will print on the Form DS-2019.

Personal Funds

Enter the amount, in U.S. dollars, that the EV is
contributing.
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4.

Click the Submit button to save these data to SEVIS. A message displays stating that the
change of category request has been successfully submitted to SEVIS.

Remit the non-refundable fee, drawn on a bank or other institution located in the United
States, and made payable in U.S. currency to the U.S. Department of State (22 CFR 62.90).
This request will not be processed until the fee and supporting documentation have been
received by DoS.

Note: The non-refundable fee (refer to 22 CFR 62.90) must be submitted within 30 calendar
days of submission of this request in SEVIS. If DoS has not noted in SEVIS the receipt of
the fee and/or supporting documentation within 30 calendar days, the change of category
request will automatically be canceled by SEVIS.
Submit the required fee, EV’s full name and SEVIS ID, and supporting documentation as
required by the regulations (22 CFR 62.90) to DoS. See Section 1.1, Resources, or
Attachment A, Resources, for the appropriate address.

DoS must review this request; the following outcomes are possible:

e Change of Category Request Approved—The submitter of this request will receive
email notification of the approval. The new program begin date will be the date entered
or the date approved, whichever is later.

Note: Following approval of the change of category request, an RO or ARO must print
the Form DS-2019, sign it in blue ink, and provide it to the EV and dependents, if any.
Access the Exchange Visitor Information screen for the EV and click the Reprint
DS-2019 link. On the Reprint DS-2019 screen, select the reprint reason “Begin New
Program—Change of Category.” See Section 2.7.1.9, Reprint a Form DS-2019 (EV in
Active Status, for printing instructions.

¢ Additional Information Required—The submitter of this request will receive email
notification and a fax or mailed letter stating that additional information must be
provided so that DoS can continue processing the request.

e Change of Category Request Denied—The submitter of this request will receive
notification via a mailed letter regarding the denial.

Note: When a change of category request has been submitted for an EV, some of the options on
the Actions and Edits menus will not be available until the request has been processed by DoS.

2.7.1.2 Cancel Change of Category Request (EV in Active Status)

The option for canceling a change of category request is available only when a change of
category request has been submitted to DoS for approval. To cancel a change of category
request, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose request is being canceled
(perform a search for the record or use the EV Lists link).

Click the Cancel Change of Category Request link on the Actions menu. Exhibit 26,
Cancel Change of Category Request Screen, is an example of the screen that displays.
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Exhibit 26: Cancel Change of Category Request Screen

—
H [ b Student & Exchange Visitor EVI
" Ll Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

v US. Immigration
and Customs
Enforcement

Get Adobe Reader

Cancel Change of Category Request

Required fields are marked with an asterisk (*).

SEVIE ID: MODODODE1425
Farnily Marne: SEVM
First Marne:
Suffis:
Gender: MALE
Crate of Birth: 09/28/1960
City of Birth: CITYBIRTH
Country of Birth: AFGHANISTAN
Country of Citizenship: AFGHANISTAN
Country of Legal Permanent Residence: AFGHANISTAN
Status: ACTIVE
Active/Initial Dependent Count: 1
Prograrm Murmmber: P-1-00468
Prograrn Sponsor: Whispering Pines Institute
Pasition:
Category: TRAINEE (NON-SPECIALTY)
Subject/Field Description:
Subject/Field Rernarks:
Initial Program Begin Date: 08/20/2005
IAP-66 Mumnber:
Prograrn Begin Date: 08/20/2005
Program End Date: 07 /0472006
Reinztaternent Program Begin Date:
Previous Program End Date:
Viza Type: 3-1
Passport Hurnber:
Visa Foil Mumber:
Visa Izsue Date:
Wisa Issue Post:
Port of Entry:
Date of Entry:
I-94/Aadmizsion Mumber:

1. Remarks ;I

[

Cancel Change of Category Request | Reset Values Cancel

12/16/2005 (Friday)

3. Enter optional comments in the Remarks text box.

4. Click the Cancel Change of Category Request button to complete the process. A message
displays stating that the request has been canceled.

5. Click the Return to Exchange Visitor button to view the Exchange Visitor Information
screen. Notice the additional options available on the Actions and Edits menus. When a
request must be processed by DoS, some of the menu options are not available. After the
request is processed by DoS or canceled, those options become available again.

2.7.1.3 Correct Minor or Technical Infraction (EV in Active Status)

The Correct Minor or Technical Infraction option provides the capability to correct a minor or
technical infraction of the regulations for an EV. Minor or technical infractions are the
following:

e Failure to receive approval and/or an amended Form DS-2019 before accepting an
honorarium or other type of payment for engaging in a normally appropriate activity

e Other
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To correct a minor or technical infraction, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Correct Minor or Technical Infraction link on the Actions menu. Exhibit 27,
Correct Minor or Technical Infraction Screen, is an example of the screen that displays.

Exhibit 27: Correct Minor or Technical Infraction Screen

Ry —
| 4 Student & Exchange Visitor EVI
. | Information System

Main | Listing of Schools | Li q of Programs | Help | Tut: | Logout

3/ US. Immigration
and Customs
Enforcement

Get Adobe Reader

Correct Minor or Technical Infraction

Required fields are marked with an asterisk {*).

SEVIS ID: NODOOD9D90Z
Farnily Marne: Campbell
Firzt Harme: Wiolet
Suffis
Gender: FEMALE
Date of Birth: 07/30/1980
City of Birth: Amster
Country of Birth: UNITED KINGDOM
Country of Citizenship: UNITED KINGDOM
Country of Legal Perrnanent Residence: UNITED KINGDOM
Status: ACTIVE
Active/Initial Dependent Count: 1
Program Murmber: P-1-00468
Prograrn Sponsori Whispering Pines Institute
Position: 345 - PROFESSIONAL OR SCIENTISTS IN AGRICULTURE
Categaory: TRAINEE (SPECIALTY)
Subject/Field Description: Accounting Technology /Technician and Bookkeeping
Subject/Field Remarks | Test
Initial Prograrm Begin Date:
IAP-66 Murnber:
Prograrn Begin Date: 07 /26,2005
Prograrn End Date: 10/30/2006
Reinstaterment Prograrm Begin Date:
Previous Prograrm End Date:
Wiza Type: J-1
Passport Murnber:
Viza Foil Mumber:
Visa Issue Date;
Visa Issue Post;
Port of Entry:
Date of Entry:
I-94/Adrizzion Mumber:

1. * Minor or ISe\ect One ;I
Technical
Infraction:
* Remarks ;I
E
Correct Minor or Technical Infraction | Reset Values Cancel

12/16/2005 (Friday)

3. Select the reason for the infraction from the drop-down list.
4. Enter an explanation in the Remarks text box; this is a required field.

5. To complete the process, click the Correct Minor or Technical Infraction button. A
message displays stating that the EV’s SEVIS record has been successfully updated. (Click
the Reset Values button to return all unsaved entries to the previous values, or click the
Cancel button to return to the Exchange Visitor Information screen without completing this
request.)

Note: There is no change to the EV’s status; his or her SEVIS status will remain Active.
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2.7.1.4 End Program for Exchange Visitor (EV in Active Status)

An EV’s program participation can be concluded (non-adverse termination) for the following
reasons:

e Completed

e Death of EV

¢ Inability to continue program

e Program completed 30 days or more before program end date

e Withdrawal from the program

Note: Concluding an EV’s program participation affects each dependent whose record is in
Active status, changing his or her SEVIS status to the status of the EV. If a dependent has
already been terminated (for example, if he or she has committed a crime), then there is no
change in that dependent’s status.

To end an EV’s program, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the End Program for EV link on the Actions menu. Exhibit 28, End Program for EV
Screen, is an example of the screen that displays. It contains summary information for the
selected EV.
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Exhibit 28: End Program for EV Screen

—
e _
| &\&/ F—i student & Exchange Visitor SEVIS

Get Adobe Reader

s US. Immigration
.] and Customs
Enforcement

-1y Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

End Program for EV

Required fields are marked with an asterisk (*).

SEVIE ID: NODOODD4222
Farnily Narme: Doe
First Narme: John
Suffisx:
Gender: MALE
Crate of Bitth: 07 /04/1978
City of Birth: Smalltown
Country of Birth: ARUBA
Country of Citizenship: ARUBA
Country of Legal Permanent Residence: ARUBA
Status: ACTIVE
Active/Initial Dependent Count: 1
Prograrm Mumber: P-1-00468
Prograrn Sponsor: Whispering Pines Institute
Position: 124 - CIVIL SERVICE EMPLOYEE IN REGIONAL/STATE GOVERNMENT

Categaory:
icati hnologi hnici. -
Subject/Field Description: ENEW’) tions Tecl gies/Te and Support Services, Other
Subjedy/Field Rermarks: Test.

Initial Program Begin Date:
IAP-66 Number:

Program Begin Date: 11/08/2005

Program End Date: 10/31/2006
Reinstaternent Prograr Begin Date:
Pravious Prograrm End Date:

Wisa Type: J-1

Paszsport Number:
Viza Foil Murnber:
Wiga [zsue Date:
Visa Issue Post:
Port of Entry:
Date of Entry:
I-94/Admission Mumber:
Port of Departure:
Date of Departure:

1. * Program End Reason: ISeIect Cne ;I
2. * Effective Completion Date: I (MMIDD Y]
3. Remarks: ;I

=

End Program for EV Reset Values ‘ Cancel

08/28/2006 (Manday)

Select a reason for ending the EV’s program from the drop-down list.
Enter the effective date of completion for the EV.
Enter optional comments in the Remarks text box.

Click the End Program for EV button. A confirmation message displays.

NS kW

Click the Yes button to end the program for the EV, or click the No button to return to the
End Program for EV screen without changing the EV’s status.

Note: The day following the effective date of completion, the system automatically
inactivates the EV’s record in SEVIS. Also, the EV’s program end date will not change; it
will always reflect the original intention of the program.
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2.7.1.5 Extension Beyond the Maximum Duration of Participation Request (EV
in Active Status)
A request to extend an EV’s program beyond the maximum duration of program participation
may be submitted to DoS. (See Attachment B, DoS Maximum and Minimum Duration of
Participation Rules, for the maximum and minimum duration rules for the various categories.)
The EV must have a status of Active, and the request must be submitted to DoS early enough so
that it may be reviewed and approved by DoS prior to the EV’s program end date. The request
will not be processed until DoS receives the fee and all supporting documentation.

To submit an extension beyond the maximum duration of participation request, perform the
following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Extension Beyond the Maximum Duration of Participation link on the Actions
menu. Exhibit 29, Extension Beyond the Maximum Duration of Participation Request
Screen, is an example of the screen that displays. It includes summary information for the
selected EV.

Note: When requesting an extension for a Professor or Research Scholar EV participating in
a program sponsored by the Federally Funded National Research and Development Center or
a U.S. Federal Laboratory, a Confirmation screen displays. Review the screen and click the I
Agree button to continue to the Extension Beyond the Maximum Duration of Participation
Request screen.
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Exhibit 29: Extension Beyond the Maximum Duration of Participation Request
Screen

™
[ b4 Student & Exchange Visitor SEVI s
= STy Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Agw, US Immigration
@ and Customs
\

iy Enforcement

Get Adobe Reader

Extension Beyond the Maximum Duration of Participation Request

Required fields are marked with an asterisk {*).

SEVIS ID: NODOODO1718
Farnily Harne: Bachner
First Name: Eva
Suffisx:
Gender: FEMALE
Cate of Birth: 03/13 /1980
City of Birth: Anytown
Country of Birth: ARUBA
Country of Citizenship: ARUBA
Country of Legal Perrmanent Residence: ARUBA
Status: ACTIVE
ActivefInitial Dependent Count: 2
Pragrarn Murnber: G-6-0036F
Prograrn Sponsor: National Nenspecialty School
Position: 542 - EMPLOYEE OF LAEOR ORGANIZATION
Category: TRAINEE (NON-SPECIALTY)
SubjectfField Description: Counselor Education /School Counseling and Guidance Services
Subject/Field Rermarks: Test.
Initial Program Begin Date:
IAP-66 Mumber:
Frograrn Begin Date: 08/01/2005
Prograrn End Date: 11/30/2006
Reinztaternent Program Begin Date:
Previous Pragram End Crate:
Wiza Type: J-1
Passport Murnber:
Visa Foil Mumber:
Visa Issue Date:
Visa Issue Post:
Part of Entry:
Date of Entry:
I-94/Adrnizzion Mumber:
Fort of Departure:
Date of Departure:

1. * Program End Date: |—06,30;2007 (MM/DDAr) < YOll must change the
2. Remarks: -
4 Program End Date.
E
Submit Extension | Reset Values | Cancel

08/30/2006 (Wednesday)

3. On the lower half of the screen, change the program end date for the EV’s program.
4. Enter optional comments in the Remarks text box.

Note: This text box may be used to adequately address the reasons that justify this request,
or forward the justification to DoS when submitting the required fee.

5. Click the Submit Extension button to submit the request.

Remit the non-refundable fee, drawn on a bank or other institution located in the United
States, and made payable in U.S. currency to the U.S. Department of State

(22 CFR 62.90). This request will not be processed by DoS until the fee and all
supporting documentation are received. Submit the required fee, EV’s full name and
SEVIS ID, and all supporting documentation to DoS. See Section 1.1 or Attachment A
for the appropriate address.
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DoS must review this request; the following outcomes are possible:

e Extension Request is Approved—The submitter of the request will receive an email
message when the extension is approved.

Note: Following approval of the extension request, an RO or ARO must print the
Form DS-2019, sign it in blue ink, and provide it to the EV and dependents, if any.
Access the Exchange Visitor Information screen for the EV and click the Reprint
DS-2019 link. On the Reprint DS-2019 screen, select the reprint reason “Extend an
Ongoing Program.” (See Section 2.7.1.9, Reprint a Form DS-2019 (EV in Active
Status), for printing instructions.)

¢ Additional Information Required—The submitter of this request will receive email
notification and a mailed letter or fax stating that additional information must be
provided so that DoS may continue processing the request.

e Extension Request Denied—The submitter of this request will receive notification via a
mailed letter regarding the denial.

2.7.1.6 Cancel Extension Beyond the Maximum Duration of Participation
Request (EV in Active Status)

An EV’s request for an extension beyond the maximum duration of participation may be

canceled before the request is processed by DoS.

To cancel the request, perform the following steps:

1. Access the Exchange Visitor Information screen for the EV whose extension request is being
canceled (perform a search for the record or use the EV _Lists link).

2. Click the Cancel Extension Beyond Maximum Duration of Participation Request link on
the Actions menu. The Cancel Extension Beyond Maximum Duration of Participation
Request screen displays.

3. Enter comments in the Remarks text box; this is a required field.

4. Click the Cancel Extension Request button to confirm the cancelation. The system displays
a message stating that the request has been canceled.

5. Click the Return to Exchange Visitor button to view the Exchange Visitor Information
screen. Notice that the Cancel Extension Beyond Maximum Duration of Participation
Request link is no longer available.

2.7.1.7 Extension Within the Maximum Duration of Participation Request

An EV’s participation in the program may be extended up to the limit of the permissible period
of participation authorized for his or her specific program category or as specified in the Letter
of Designation or Redesignation from DoS. (See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for the maximum and minimum duration rules for the various
categories.)
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To extend an EV’s participation within the maximum duration of participation, perform the
following:

1. Access the Exchange Visitor Information screen for the EV whose extension request is being
submitted (perform a search for the record or use the EV_Lists link).

2. Click the Extension Within the Maximum Duration of Participation link on the Actions
menu. Exhibit 30, Extension Within the Maximum Duration of Participation Screen, is an
example of the screen that displays. It contains summary data for the selected EV and a field
for changing the program end date.

Exhibit 30: Extension Within the Maximum Duration of Participation Screen

N —
e ey
b4 Student & Exchange Visitor EVI
~ Ly Information System

Main | Listing of Schools | Li q of Programs | Help | T | Logout

o U.S. Immigration
.} and Customs
Enforcement

Get Adobe Reader

Extension within the maximum duration of participation

Required fields are marked with an asterisk (*).

SEVIS ID: NODOO090902
Family Mame: Campbell
First Marne: Wiolet
Suffix:
Gender: FEMALE
Date of Birth: 07 /3071980
City of Birth: Amster
Country of Birth: UNITED KINGDOM
Country of Citizenship: UNITED KINGDOM
Country of Legal Permanent Residence: UNITED KINGDOM
Status: ACTIVE
Active/Initial Dependent Count: 1
Prograrm Murmmber: P-1-00468
Program Sponsar: Whispering Pines Institube
Position: 345 - PROFESSIONAL OR SCIENMTISTS IMN AGRICULTURE
Category:
Subject/Field Description: Accounting Technology /Technician and Bookkeeping
Subject/Field Remarks: Test
Initial Pragrarn Begin Date:
IAP-66 Murnber:
Pragrarm Begin Date: 0F /26/2005
Frograrn End Date: 10/30/2006
Reinstaternent Prograrn Begin Date:
Previous Prograrm End Date:
Wiza Type: 3-1
Passpart Murnber:
Visa Foil Murnber:
Visa Issue Date:
Visa Issue Post:
Port of Entry:
Date of Ertry:
I-94/Adrizzion Murmber:
Port of Departure:
Date of Departure:

1. * Program End Date: IlEl.-"SEI.-"ZEIUS [MMSDD ) \
2. Remarks -
- The Program End Date

|- must be changed.

Submit Extension Reset Values | Cancel |

08/30/2006 (Wednesday)

3. Enter the new program end date for the EV.

4. Enter optional comments in the Remarks text box.
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5. Click the Submit Extension button to complete the process. A message displays stating that
the EV’s record has been successfully updated.

6. Click the Print Final DS-2019 button on the message screen to print an updated copy of the
Form, sign it in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.)

2.7.1.8 Matriculation (EV in Active Status)

When a student EV matriculates from one level of education to another (for example, progresses
from an Associate to a Bachelor’s degree program), this change may be made in SEVIS.
Matriculation applies to an EV who is continuing as a full-time student by moving to a higher
level of education, as in the following cases:

e Associate to Bachelor’s degree
e Associate to Master’s degree

e Associate to Doctoral degree

e Bachelor’s to Master’s degree
e Bachelor’s to Doctoral degree

e Master’s to Doctoral degree
Note: Matriculation is available only for EVs in the Student category.

To complete the matriculation process, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose matriculation request is
being submitted (perform a search for the record or use the EV_Lists link).

2. Click the Matriculation link on the Actions menu. Exhibit 31, Matriculation Screen, is an
example of the screen that displays. The fields in Exhibit 31 have already been completed.
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Exhibit 31: Matriculation Screen

-
o~

ﬁ { I+ Student & Exchange Visitor EVI
e k| Information System

L .

Rews US. Immigration
@ and Customs
Sy Enforcement

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout
Get Adobe Reader

Matriculation

Required fields are marked with an asterisk (*).

SEVIS ID: NODODD107901
Farnily Marne: Houtz
First Name: Amelia
Suffix:
Gender: FEMALE
Crate of Birth: 06/22 /1985
City of Birth: Munich
Country of Birth: GERMANY
Country of Citizenship: GERMANY
Country of Legal Permanent Residence: GERMANY
Status: ACTIVE
ActiverInitial Dependent Count: 0
Prograrm Murmber: P-1-01121
Prograrn Sponsor: Hansel University
Position: 215 - UNIYERSITY UNDERGRADUATE STUDENTS
Category: STUDENT ASSOCIATE
Subject/Field Description: Computer Software and Media Applications, Other (NEW)
Subject/Field Rermarks: None at this ime.
Initial Program Begin Date:
IAP-66 Murnber:
Prograrn Begin Date: 08/16/2006
Program End Date: 05/30/2010
Reinztaternent Program Begin Date:
Previous Program End Date:
Visa Type: 3-1
Passport Hurnber:
Visa Foil Mumber:
Viza Issue Date:
Wisa Issue Post:
Port of Entry:
Date of Entry:
I-94/Adrission Murmber:
Port of Departure:
Date of Departure:

1. * Matriculation ISeIeEt Cne vl

2. * Program End Date [osiao/zoi0 (mmicoirrry €—

Matriculate Reset Values | Cancel

You must change the
Program End Date.

08/30/2006 (Wednesday)

3. Select the degree level from the drop-down list.
4. Enter the new program end date for the EV.

5. Click the Matriculate button to complete the process. A message displays stating that the
EV’s record has been successfully updated.

6. On the message screen, click the Print Final DS-2019 button to print an updated copy of the
Form, sign it in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.)

2.7.1.9 Reprint a Form DS-2019 (EV in Active Status)
See Section 2.5.8, Reprint a Form DS-2019, for printing instructions.

2.71.91 REPRINT A FORM DS-2019 FOR ACADEMIC TRAINING (EV IN ACTIVE STATUS)

A student may participate in academic training programs during his or her studies, with approval
of the academic dean or advisor and the RO. When approving academic training, the EV’s
SEVIS record must be updated and a Form DS-2019 printed and provided to the EV, and
dependents, if any.
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To update the EV’s Form DS-2019 with academic training information, perform the following:

1. On the Exchange Visitor Information screen (Exhibit 24), click the Reprint DS-2019 link on
the Actions menu (left side of screen). The Reprint DS-2019 screen displays.

2. Select Other as the reason for reprinting the Form.

3. Enter the following information in the If Other, Please Comment text box, “Academic
Training (mm/dd/yyyy—mm/dd/yyyy)”.

Note: This text will print in the Purpose of This Form section of the EV’s Form DS-2019.

4. Optional comments may be entered in the Remarks text box.

5. Click the Reprint DS-2019 button. A message displays stating that the update has been
successful (the reason for reprinting the Form has been saved to SEVIS).

6. Click the Print Final DS-2019 button. A new browser window opens and the
Form DS-2019 displays using the Adobe Acrobat from which a copy of the Form may be
sent to a designated printer.

Note: During the launch of Adobe Acrobat, a File Download window may display. To
prevent this window from displaying in the future, click in the box next to always ask before
opening this type of file to remove the check mark. Click the Open button to view the
Form DS-2019.

7. When the Form DS-2019 displays in the Adobe Acrobat window, use the scroll bar on the
right side of the window to view additional pages of the Form.

8. Click the Print (| & ) button on the Adobe Acrobat toolbar. The Print window displays.

9. Ensure the name of the printer in the Name field is the printer from which the Form should
print. If it does not show the correct printer, click the down arrow to the right of the field and
select the correct printer.

10. Click OK and the Form DS-2019 will be printed on the designated printer.

11. Click the Close (XI) button on the Adobe Acrobat window to close the window.

Note: The Form DS-2019 must be signed in blue ink by the RO or ARO whose name is printed
on the Form.

Note: If an EV is subject to the Two-Year Home-Country Physical-Presence requirement
(Section 212(e) of the Immigration and Nationality Act and PL-94-484, as amended), the
appropriate boxes will be checked in the section below Section 8 on the printed Form DS-2019.

2.7.1.10 Shorten Program for Exchange Visitor (EV in Active Status)

The Shorten Program for EV option is available when an EV is in Active status. The option is
used to reduce the length of the EV’s program by changing the program end date. For example,
an EV’s duration of program participation was originally scheduled to last 36 months. However,
the funding for that program has been cut and the program will last only 24 months. Use the
Shorten Program for EV option to change the EV’s program end date.
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To shorten an EV’s program, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

Click the Shorten Program for EV link to access the Shorten Program for EV screen,
which displays summary data for the selected EV.

On the Shorten Program for EV screen, change the program end date.
Enter an explanation for the date change in the Remarks text box; this is a required field.

Click the Shorten Program for EV button to save the information to SEVIS. A message
displays stating that the information has been saved.

On the message screen, click the Print Final DS-2019 button to print an updated copy of the
Form, sign it in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.)

Note: The following will print in the Purpose of this form field on the new Form DS-2019,
“Amend a Previous Form: Shorten Program.”

2.7.1.11 Terminate Exchange Visitor (EV in Active or Inactive Status)

This option is available for EVs whose SEVIS status is either Active or Inactive. Termination
has an adverse, or negative, affect on the EV’s record (and on the record of each dependent of
the EV). Terminated EVs have no benefits and cannot apply for an extension, reinstatement, or
change of category. EVs who are terminated, and all dependents, must leave the United States
immediately.

Termination reasons are the following:

e Conviction of a crime

e Disciplinary action

e Engaging in unauthorized employment

e Failure to pursue EV program activities

e Failure to submit change of current address within 10 days

e Failure to maintain a full-time course of study (22 CFR 62.45(d)(6))
e Failure to maintain health insurance

e Involuntary suspension (22 CFR 62.45(b)(3))

e Other

e Violation of Exchange Visitor Program regulation

e Violation of sponsor rules governing the program

To terminate an EV, perform the following:

1.

Access the Exchange Visitor Information screen for the EV who is being terminated (perform
a search for the record or use the EV Lists link).
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2. Click the Terminate EV link on the Actions menu. Exhibit 32, Terminate EV Screen, is an
example of the screen that displays.

Exhibit 32: Terminate EV Screen

&y US. Immigrations TP .
and Customs Student & Exchange Visitor EVI
Enforcement L - Information System

Main | q of Schools | L q of Programs | Help | Tut: | Logout

Get Adobe Reader

Terminate EV

Required fields are marked with an asterisk {*).

SEVIS ID: NODDD103699
Farnily Marne: Hile
First Marme: Harey
Suffis:
Gender: MALE
Date of Birth: 06/14/1970
City of Birth: Bigtown
Country of Birth: BAHAMAS, THE
Country of Citizenship: BAHAMAS, THE
Country of Legal Perrmanant Residence: BAHAMAS, THE
Status: ACTIVE
Adtive/Initial Dependent Count: 0
Program Murmber: P-4-00791
Prograrn Sponsor: Sunnydale School
Position: 115 - PROFESSIONALS AND SCIENTISTS IN CENTRAL GOWERNMENT
Category: RESEARCH SCHOLAR
Subject/Field Description: Enwironmental Biology (NEW)
Subject/Field Remarks: Test.
Initial Prograrm Begin Date:
IAP-66 Murnber:
Prograrn Begin Date: 0470172006
Prograrn End Date: 12/21/2007
Reinstaterment Prograrm Begin Date:
Previous Prograrm End Date:
Wiza Type: J-1
Passport Murnber
Viza Foil Mumber:
Visa Issue Date:
Visa Issue Post:
Port of Ertry:
Date of Entry:
I-94/Adrizzion Mumber:
Port of Departure:
Date of Departure:

1. *Termination Reason |select one =l
*Dther:

(required if ;I
=

Otheris
selected
above.)

2. * Effective Termination Date: I (MM DD T
2. Remarks d

=

Terminate EYV Reset Values Cancel

08/30/2006 (Wednesday)

3. Select the reason for termination from the drop-down list. If Other is selected, enter an
explanation in the text box provided.

4. Enter the effective date of the termination.
5. Enter optional comments in the Remarks text box.

6. Click the Terminate EV button to complete the process. The EV and dependents, if any,
will be terminated on the effective termination date entered on the Terminate EV screen.

Note: When terminated, the EV’s program end date will not change; it will always reflect the
original intention of the program.
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2.7.2 Edits Menu—Active Status
The links on the Edits menu provide access to the following options:

e Biographical Information
e Dependents

¢ Financial Information

o Site of Activity

e Subject/Field
The following sections provide detailed instructions for these options.

2.7.2.1 Edit Biographical Information and U.S. Address (EV in Active Status)

The Biographical Information screen displays the biographical information for the selected EV.
It includes the following fields:

e Family Name

e First Name

e Middle Name (optional)

e Suffix (optional)

e Date of Birth

e Gender

e City of Birth

e Country of Birth

e Country of Citizenship

e Country of Legal Permanent Residence

e Position

e Social Security Number (optional)

e Driver’s License Number (optional)

e Driver’s License Issue State (optional)

¢ Individual Taxpayer ID Number (optional)
e Current U.S. Address (where the EV resides in the United States)
e Foreign Address (optional)

e Remarks (optional)
Note: The optional fields may be completed to assist the RO or ARO administer the program.
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To edit an EV’s biographical data, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose personal data are being
updated (perform a search for the record or use the EV_Lists link).

2. Click the Biographical Information link on the Edits menu. Exhibit 33, Biographical
Information Screen, is an example of the screen that displays.
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Exhibit 33: Biographical Information Screen

US. Immigratiof S .
and Customs _— \ Student & Exchange Yisitor

Enforcement s F ’ - Information System

| Listing of Schools | Listing of Programs | Help | Tutorial | Logout
Get Adobe Reader

P-1-D01131

Biographical Information
Required fields are marked with an asterisk({*}.

Farnily Narme: Houtz

Suffix:

Date of Birth: 06/22/1085

Country of Birth: GERMANY

Country of Legal Perranent Residence: GERMANT

Active/Initial Dependent Count: 0

Prograrm Sponsor: Hansel Universi

ategory: STUDENT ASSOCIATE

Subject/Field Remarks: None at this time.

IAP-E6 Murnber:

Program End Date: 053/30/2010

Previous Prograrm End Date:

Passport Hurnber:

Wisa Issue Date:

Part of Entry:

I-94/Adrission Humber:

Date of Departure:

Houtz

2. First Name: |armalis

4. Suffix: |select one -]

0&/22/1985

6. * Gender: Male ¢ Female &

2. * Country of Birth: GERMANY 'I

If the United States or a U.5. territory is chosen, select one of the following:
|select Gne =

| GERMANY =l

* Country of Legal Permanent
" Residence:

-

215 - UMIVERSITY UNMDERGRADIUATE STUDENTS ;l

12. Social Security Number:

14. Driver's License Issue State: vl

16. Current U.5. Address:

HW

* Address 153765 Valley Drive
Address 2i
* City|Nottingham

Select One

18. Remarks:

08/16/2006 (Wednesday)

95
October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

3.

Below is a list with a brief description or explanation for each section/field on this screen.
An asterisk (*) precedes the fields that must be completed. Some of these fields and sections
contain text boxes, drop-down lists, radio buttons, and command buttons. To complete this
screen, enter the following data:

Field/Section Description/Explanation

*

1. Family Name Enter the surname or last name of the EV. If the person
has only one name, enter it in this field.

Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

2. First Name Enter the first name of the EV. This field may be left
blank if the person has only one name.

Note: Even though this is not a required field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

3. Middle Name Enter the middle name of the EV. This field may be left
blank if this person has no middle name.

Note: Even though this is not a required field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National ID card.

4. Suffix Select a title, such as Junior, that may display at the end

of a person’s name.

* 5. Date of Birth Enter the EV’s date of birth in MM/DD/YYYY format.

* 6. Gender Select the EV’s gender, male or female.

* 7. City of Birth Enter the unabbreviated name of the city where the
person was born.

* 8. Country of Birth Select the name of the country in which the person was
born.

Note: United States may be selected as the country of
birth if the EV was born to a foreign diplomat or is an

expatriate. If the person was born in the United States
or a U.S. territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United States or
U.S. Territory is chosen... drop-down list.
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Field/Section Description/Explanation

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, an EV’s personal or program
information may not be created or updated as follows:

e Ifan EV’s COB or COC is on the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight training or operations, or
nuclear-related studies or training.

e [fan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.

* 9. Country of Citizenship Select the name of the country in which the EV
maintains citizenship.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, you may not create or update an
EV’s personal or program information as follows:

e Ifan EV’s COB or COC is on the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight training or operations, or
nuclear-related studies or training.

e Ifan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.

* 10. Country of Legal Select the name of the country in which the EV is an
Permanent Residence LPR. For most EV applicants, the Country of Legal
Permanent Residence will be the same as the Country of
Citizenship. Some applicants, however, will be
permanent residents of other countries. Note the
difference between permanent and temporary residence.
For example, a French citizen who is teaching in Italy
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Field/Section

Description/Explanation

on a l-year contract, and applying for a J visa from
Italy, would not be considered an LPR of Italy.

* 11. Position

Select an option from the list that most closely matches
the EV’s position in his or her home country.

12. Social Security Number

Enter the EV’s Social Security number. Completion of
this field is optional.

13. Driver’s License Number

Enter the EV’s driver’s license number assigned by the
state that issued the license. Completion of this field is
optional.

14. Driver’s License Issue
State

Select from the drop-down list the state that issued the
driver’s license to the EV, if applicable. Completion of
this field is optional.

15. Individual Taxpayer ID
Number

Enter the taxpayer ID for an EV who is employed or has
such an ID. Completion of this field is optional.

* 16. Current U.S. Address

Sponsors are required to enter the actual and current
U.S. address of all participants into SEVIS (see

22 CFR 62.70(b)). When data are first entered for an
EV applicant who has not yet entered the country,
Current U.S. Address will be the address where he or
she expects to reside, if known. Otherwise, it can be the
address of the program sponsor. When the EV enters
the country and is validated, however, his or her current
U.S. address (where the EV will reside) must be
entered, if different from the one originally used. Please
note, it is the EV’s primary site of activity address that
prints on the Form DS-2019.

Note: When entering data for Secondary Students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residence in the Address 2 field. For an Au Pair, enter
the host family’s address.

17. Foreign Address Enter the person’s foreign address. Completion of these
fields is optional.
18. Remarks Enter optional comments.

4. Click the Update Information button to save the changes to SEVIS. A message displays
stating that the information has been saved.

5. Click the Print Final DS-2019 button to print the Form, sign it in blue ink, and provide it to
the EV and dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019, for

printing instructions.
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2.7.2.2 Dependents (EV in Active Status)

When the EV is in Active status, the Exchange Visitor Dependent Menu screen displays
summary data for the selected EV, and the Add Dependent link. If an EV’s spouse wishes to
join him or her in the United States, or if the EV has had a baby, the dependent’s information
must be added to the EV’s SEVIS record See Section 2.5.3, Complete Page 3 of the

Form DS-2019—Dependent Information, for instructions on adding dependents to an EV record.

If dependents have been added to the EV’s record and the EV is in Active status, the Exchange
Visitor Dependent screen lists the dependents by SEVIS ID, family and first names, relationship,
and gender. For a given dependent, click his or her SEVIS ID (for example, N1234567890) to
see the complete record for both the dependent and EV. Click one of the following links for the
selected dependent:

e Edit to modify the dependent’s record (See Section 2.6.2.3.3, Edit Dependent Data (EV
in Draft or Initial Status), for instructions on editing dependent data.)

e Terminate to terminate the dependent’s record (See Section 2.7.2.2.1, Terminate
Dependent (EV in Active, Inactive, or Transfer Status), for instructions on how to
terminate a dependent.)

e End Status to end the dependent’s status (See Section 2.7.2.2.2, End Status of
Dependent (EV in Active or Transfer Status), for instructions on how to end the status of
a dependent.)

e Reprint DS-2019 to reprint the Form DS-2019 (See Section 2.5.8, Reprint a
Form DS-2019, for printing instructions.)

e No Show to indicate that the dependent is not with the EV and will not be joining the EV
(See Section 2.6.2.3.5, No Show—Dependent, for an explanation of No Show and
instructions on how to change the dependent’s status to No Show.)

2.7.2.21 TERMINATE DEPENDENT (EV IN ACTIVE, INACTIVE, OR TRANSFER STATUS)

In SEVIS, termination implies a change from Active or valid program status prior to the EV’s
program completion. Termination has an adverse, or negative, affect on the dependent’s record.
Terminating a dependent has no affect on the EV’s record.

The status of a dependent may be terminated prior to the end of the EV’s program for the
following reasons:

e Child over 21—Do not select this option. This option will be removed in a later release
of SEVIS.

e Conviction of a crime
e Other

e Unauthorized employment
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A dependent may be terminated without terminating an EV. To terminate a dependent, perform
the following:

1.

Access the record for the dependent who is being terminated (perform a search for the record
or use the EV Lists link).

On the Exchange Visitor Information—Dependent Information screen, click the Terminate
link on the Actions menu. Exhibit 34, Terminate Dependent Screen, is an example of the
screen that displays. It contains summary data for the EV and the dependent.
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Exhibit 34: Terminate Dependent Screen

USS. Immigratio} Z -
and Customs — h-Yog Student & Exchange Visitor

Enforcement : d 3 Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Adobe Reader

Sunnydale School

Program Number: P-4-00791

Terminate Dependent
Required fields are marked with an asterisk (*).
Exchange Yisitor Information

Farnily Narme: Doe
Suffix:
Crate of Birth: 01/01/1980
Country of Birth: YEMAN (SANAA
Country of Legal Permanent Residence: YEMEN

ctive/Initial Dependent Count: 1

Program Sponsor: Sunnydale School

ategory: RESEARCH SCHOLAR

*

Subject/Field Remarks: Test.

IAP-66 Mumber:

Program End Date: 12/31/2007

Previous Program End Drate:

Pazzport Number:

Yisa [ssue Date:

Fort of Entry:

I-94/Admission Mumber:

Date of Departure:

Dependent Information
SEVIS ID: NOD0OD100362

First Narne: Hai

Suffis:

Date of Birth: 06/20/1075

Country of Birth: YEMAN (SANAA

Country of Legal Perrnanent Residenca: YEMEN

Relationzhip: SPOUSE

Pazzport Mumber:

Viza [ssue Date:

Fort of Entry:

I-94/Adrmission Mumber:

Date of Departure:

#*Dther: (required if Other is selected above.)

Il
|_1_||

w

Termination Comment: - I

08/30/2006 (Wednesday)
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3. Select a termination reason from the drop-down list. If Other is selected, enter an
explanation in the text box provided.

4. Enter the effective date of termination.
5. Enter optional comments in the Termination Comment text box.

6. Click the Terminate Dependent button to complete the process. The dependent will be
terminated on the effective termination date entered on the Terminate Dependent screen.

2.7.2.2.2 END STATUS OF DEPENDENT (EV IN ACTIVE OR TRANSFER STATUS)

The status of a dependent may be ended prior to the end of the EV’s program for reasons such as
death and divorce.

To end the status of a dependent, perform the following:

1. Access the record for the dependent whose status is being ended (perform a search for the
record or use the EV Lists link).

2. On the Exchange Visitor Information—Dependent Information screen, click the End Status
link on the Actions menu. Exhibit 35, Dependent End of Status Screen, is an example of the
screen that displays. It contains summary data for the EV and the dependent.
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Exhibit 35: Dependent End of Status Screen

U, Immigratiol 2/ -
and Customs p— ¥ Student & Exchange Visitor

Enforcement : L - - . Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout
Get Adobe Reader

Program Number: P-1-00468

Dependent End of Status
Required fields are marked with an asterisk {*).
Exchange Yisitor Information

Farily Marne: Cormeilus
Suffis:
Date of Birth: 07 /10/1958
Country of Birth: SPAIN
Country of Legal Permanent Residence: SPAIN

ctive/Initial Dependent Count: 1

Pragram Sponsor: Whispering Pines Institute

atzgory: SPECIALIST

i

Subject/Field Remarks: None.

I4P-66 Murnber:

Frogram End Date: 08/31/2007

Previous Prograrm End Date:

Pazsport Murnber:

Yisa Issue Date:

Port of Entry:

I-94/Admission Murnbear:

[Cate of Departure:

Dependent Information
SEVIS ID: NODOD107880

First Marne: Matasha

Suffix:

Date of Birth: 02/28/1963

Country of Birth: SPAIN

Country of Legal Permanent Residence: SPAIN

Relationship: SPOUSE
Pazsport Murnber:
Visa Issue Date:

Port of Entry:

I-94/Admission Mumber:

[Cate of Departure:

*Dther: (required if Dther is selected abowve.) | Al

08/30/2006 (Wednesday)

3. Select an end of status reason from the drop-down list. If Other is selected, enter an
explanation in the text box provided.

4. Enter optional comments in the End of Status Comment text box.
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5. Click the End Status button to complete the process. The Exchange Visitor Dependents
Menu screen displays. Notice that the dependent’s status has changed to Inactive.

2.7.2.3 Edit Financial Information (EV in Active Status)

Existing financial information for the selected EV displays on the Edit Financial Information
screen, where it may be updated.

Note: Financial data should reflect the amount of financial support provided to the EV for the
duration of his or her program shown on all Forms DS-2019.

To edit the financial information, perform the following:
1. Access the record for the EV whose financial information is being updated (perform a search
for the record or use the EV_Lists link).

2. Click the Financial Information link on the Edits menu to display the Edit Financial
Information screen.

3. Make the necessary changes to the data. See Section 2.5.4, Complete Page 4 of the
Form DS-2019—Financial Information, for details regarding the fields and sections on the
Edit Financial Information screen.

Note: All dollar amounts must be entered in SEVIS without commas and periods, and
should be rounded to the nearest whole dollar (for example, $15,678.49 should be entered
as 15678).

4. Click the Update Information button to complete the process. A message displays stating
that the data have been successfully updated in SEVIS.

5. On the message screen, click the Print Final DS-2019 button to print the Form, sign it in
blue ink, and provide it to the EV and dependents, if any. See Section 2.5.7, Signature on
SEVIS Form DS-2019, for information about signing the EV’s Form.

2.7.2.4 Site of Activity for EV (EV in Active Status)

The Exchange Visitor Information screen displays summary data for the selected EV and a list of
the site(s) of activity for the EV. Using this screen, sites of activity may be added and/or edited,
and the primary site of activity for an EV may be changed. These functions are described in the
following sections.

27.241 EDIT SITE OF ACTIVITY (EV IN ACTIVE OR TRANSFER STATUS)

To edit the data for an existing site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose site of activity
information is being updated (perform a search for the record or use the EV_Lists link).

2. Click the Site of Activity link on the Edits menu. The Site of Activity Menu screen displays.
It contains summary data for the EV and the existing site(s) of activity

104
October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

3. Near the bottom of the screen, click the Edit link to the right of the address for the site of
activity to update. Exhibit 36, Exchange Visitor Information Screen—Edit Site of Activity,
is an example of the screen that displays.

Exhibit 36: Exchange Visitor Information Screen—Edit Site of Activity

o, ULS. Immigrations T~ l
.| and Customs \ f Student & Exchange ¥isitor EVI
Enforcement L. 4 - o Information System

Get Adobe Reader

Whispering Pines Institute

Program Number: P-1-00468

Exchange Yisitor Information
SEVIS ID: NODOOD090901
Farnily Marne: Martinez
First Marne: Damien
Suffix:
Gender: MALE
Date of Birth: 12/20/1980
City of Birth: anytown
Country of Birth: SPAIN
Country of Citizenship: SPAIN
Country of Legal Permanent Residence: SPAIN
Status: ACTIVE
Active/Initial Dependent Count: 0
Program Murmber: P-1-00468
Pragrarn Sponscrt Whispering Pines Institute
Position: 613 - ELECTRONIC MEDIA TECHNICIAN
Categaory: TRAINEE (SPECIALTY)
Subject/Field Dezcription: Joumalism, Other
Subject/Field Remarks: Test
Initial Prograrm Begin Date:
IAP-66 Murnber:
Program Begin Date: 09/20/2003
Prograrn End Date: 08/20/2006
Reinstatermnent Prograrm Begin Date:
Previous Prograrm End Date:
Wiza Type: J-1
Passport Murnber
Viza Foil Mumber:
Visa Issue Date:
Visa Issue Post:
Port of Ertry:
Date of Entry:
I-94/Adrizzion Mumber:
Port of Departure:
Date of Departure:

Edit Site of Activity
Required fields are marked with an asterisk (*).

1. * Site of A‘:H"itwlwhispering Pines Institute
2. Site of Activity Address:
" Address 133 53 pain st

Address Z:I
* Cit“”IFain‘ax
* State: [yIRGINIA =
* Zip Code:lm _ I_
3. Remarks: ;I
[
Update Site of Activity ResetValues |  Cancel |

08/30/2006 (Wednesday)

4. Edit the Site of Activity field and/or the Site of Activity Address section, as necessary.
5. Enter optional comments in the Remarks text box.

6. Click the Update Site of Activity button to complete the process. A message displays
stating that the record has been updated successfully.
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7. If data for the primary site of activity have been updated, click the Print Final DS-2019
button on the message screen to print an updated copy of the Form, sign it in blue ink, and
provide it to the EV and dependents, if any. (See Section 2.5.6, Print a Draft or Final
Form DS-2019, for printing instructions.)

Note: The address that prints in the U.S. Address field on the Form DS-2019 is the EV’s
primary site of activity address.

2.7.24.2 ADD SITE OF ACTIVITY (EV IN ACTIVE STATUS)

EVs must have at least one site of activity, and may have multiple sites of activity. To add
another site of activity to the EV’s record, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Site of Activity link on the Edits menu. The Site of Activity Menu screen displays.
It contains summary data for the EV and information for the existing site of activity.

3. Click the Add Site of Activity link near the bottom of the screen. The Add Site of Activity
screen displays.

4. Enter the place where the EV will participate in his or her program (Site of Activity) and the
site address. Do not include post office box numbers in this address. For an Au Pair, enter
the host family’s address. For Secondary Students (high school students), enter the host
family name in the Address 1 field and enter the street address for the residence in the
Address 2 field.

5. Enter optional comments in the Remarks text box.

6. Click the Add Site of Activity button to complete the process. A message displays stating
that the site of activity has been added.

7. If data for the primary site of activity have been updated, click the Print Final DS-2019
button to print the Form, sign it in blue ink, and provide it to the EV and dependents, if any.
See Section 2.5.6, Print a Draft or Final Form DS-2019, for printing instructions.

Note: The address that prints in the U.S. Address field on the Form DS-2019 is the EV’s
primary site of activity address. If the primary site of activity has not changed, there is no
need to print the Form DS-2019.

27.24.3 CHANGE PRIMARY SITE OF ACTIVITY (EV IN ACTIVE STATUS)

The U.S. address that prints on the EV’s Form DS-2019 is the primary site of activity address.
To change the EV’s primary site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Site of Activity link on the Edits menu. The Site of Activity Menu screen displays.

3. Click the radio button to the left of the primary site of activity.

106
October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

4. Click the Change Primary Site of Activity button. A message displays stating that the
primary site of activity has been changed.

5. Click the Print Final DS-2019 button to print a new copy of the Form, sign it in blue ink
and provide it to the EV and dependents, if any. Otherwise, click the Return to Exchange
Visitor button to return to the Exchange Visitor Information screen.

2.7.2.5 Edit Subject/Field (EV in Active Status)

The subject/field of study for an EV may be updated. However, under Regulation 8 CFR 214.5,
an EV from a country on the restricted country list may not engage in or seek to obtain training
in aviation maintenance, flight training or operations, or nuclear-related studies or training.
Therefore, you may not create or update an EV’s personal or program information as follows:

e Ifan EV’s COB or COC is on the restricted country list, you may not select or update his
or her field of study to training in aviation maintenance, flight training or operations, or
nuclear-related studies or training.

e [Ifan EV’s field of study is in aviation maintenance, flight training or operations, or
nuclear-related studies or training, you may not select or update his or her COB or COC
to a country that is on the restricted country list.

To update these data, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose subject/field of study is
being updated (perform a search for the record or use the EV Lists link).

2. Click the Subject/Field link on the Edits menu. Exhibit 37, Subject/Field Screen, is an
example of the screen that displays. It contains summary data for the selected EV, including
the current Subject/Field description.
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Exhibit 37: Subject/Field Screen
& F’T‘: IL‘I Student & Exchange Visitor S

'y Information System EVIS
Main | q of Schools | Listing of Programs | Help | Tutorial | Logout fgt-appil
Get Adobe Reader

y US. Immigration
.| and Customs
Enforcement

Whispering Pines Institute
P-1-00468

Subject/Field
Required fields are marked with an asterisk{*}.

SEVIS ID: NOOOOO090901
Farnily Marme: Martinez
First Mame: Damien
Suffix:
Gender: MALE
Cate of Birth: 12/20/1980
City of Birth: anytown
Country of Birth: SPAIN
Country of Citizenship: SPAIN
Country of Legal Perranent Residence: SPAIN
Status: ACTIVE
Active/Initial Dependent Count: 0
Prograrm Murmber: P-1-00468
Prograrm Sponsor: Whispering Pines Institute
Position: 613 - ELECTRONIC MEDIA TECHNICIAN
Category: TRAINEE (SPECIALTY)
Subject/Field Description: Joumalism, Other
Subject/Field Remarks: Test
Initial Prograr Begin Date:
IAP-66 Murnber:
Program Begin Date: 09/20/2005
Program End Date: 08/30/2006
Reinstaternent Prograrm Begin Date:
Pravious Program End Date:
Viza Type: J-1
Pazzport Murnber:
Wisa Foil Mumber:
Wiza Izsue Date:
Visa Issue Post:
Part of Entry:
Date of Entry:
I-94/Admission Murmnbear:
Paort of Departure:
Date of Departure:

1. * Subject/Field Descrption: Journalism, Other Select
2. * Subject/Field Remarks: The text may be buncated on the printed Form D5-2019 if itis longer than the
available space. Howewver, you will be able to view the entire textin SEVIS.
Test d
El
3. * Comment: ;I
[
Update Subject Field Reset Values | Cancel

08/30/2006 (Wednesday)

3. Click the Select button to the right of the Subject/Field Description label. The Select
Subject Code screen displays.

4. On the right side of the Category field, click the down arrow and select a category.
5. Click the Search button to display the List of Subject Codes screen (Exhibit 23).

6. Find the subject that most closely matches the EV’s field of study and click its code at the
left end of the row. The system automatically returns to the Subject/Field screen, and the
new subject/field of study displays on the screen.

7. Enter additional information about the EV’s program in the Subject/Field Remarks text
box; this is a required field. Do not use hard returns (that is, do not press the Enter key)
when entering text; doing so may make the text wrap and print in field 5 on the
Form DS-2019. Exhibit 14 is an example of how the text may print when hard returns are
used.
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Note: The text may be shortened on the printed Form DS-2019 if it is longer than the
available space. However, the entire text may be viewed in SEVIS.

8. [Enter comments regarding the update in the Comment text box, or enter “None”; this is a
required field.

9. Click the Update Subject/Field button to complete the process.

10. Click the Print Final DS-2019 button to print the Form, sign it in blue ink, and provide it to
the EV and dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019, for
printing instructions.

2.7.3 Transfer Menu—EV in Active Status

The only valid transfer option is SEVIS to SEVIS. The SEVIS to SEVIS Transfer link is used
to transfer an EV from a program to another active SEVIS program. The procedure for
transferring an EV out of a program is detailed below. See Section 2.9, Transfer Procedures for
Receiving Program, for the procedures to complete the transfer of an EV into your program.

Note: An EV may only be transferred to a SEVIS program that is designated for the category in
which the EV is currently participating.

2.7.3.1 Transfer an Exchange Visitor (EV in Active Status)

To transfer an EV to another program, perform the following:

1. Access the Exchange Visitor Information screen for the EV who is being transferred
(perform a search for the record or use the EV Lists link).

2. Click the SEVIS to SEVIS Transfer link on the Transfer menu. Exhibit 38, SEVIS to
SEVIS—Exchange Visitor Transfer Screen, is an example of the screen that displays.
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Exhibit 38: SEVIS to SEVIS—Exchange Visitor Transfer Screen

—
= TCE l

N @ ~ Student & Exchange Visitor EVI

A ek Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

US. Immigration
and Customs
% Enforcement

Get Adobe Reader

Sunnydale School

Program Number: P-4-00791

SEYIS to SEYIS - Exchange Yisitor Transfer
Required fields are marked with an asterisk (*).
SEVIS ID: NODDO100361
Farnily Marme: Doe
First Mame: Jane
Suffix:
Gender: FEMALE
Date of Birth: 01/01/1080
City of Birth: Smalltown
Country of Birth: YEMAN (SANAA)
Country of Citizenship: YEMEM
Country of Legal Permanent Residence: YEMEN
Status: ACTIVE
Active/Initial Dependent Count: 1
Program Mumber: P-4-00791
Prograrn Sponsor: Sunnydale School
242 - SPECIAL SCHOOL, INSTITUTE, OR YOCATIONAL TEACHER OR
STAFF
Category: RESEARCH SCHOLAR
Subject/Fiald Description: Education/Teaching of Individuals with Specific Leaming Disabilities
Subject/Field Rermarks: Test.
Initial Program Begin Date:
IAP-66 Mumber:
Prograrn Begin Date: 02/27 /2006
Program End Date: 12/31/2007
Reinstaternent Program Begin Date:
Previous Program End Date:

Position:

Visa Type: 3-1
Paszport Murnber:

Wiza Foil Murnber: Entel’ the effectiVe

Yisa Issue Date;

VWiza Izzue Post:
Port of Entry: date of transfer.
Date of Entry:
I-94/Admission Mumber:
Part of Departure:
[Cate of Departure:

1. * Effective Date of Transfer: I (MM/DDAYYY)
2.* Receiving Program Sponsor Number: I =K MR AR
Validate Transfer | Reset Values | Cancel

08/20/2006 (Wednesday)

3. Enter the effective date of transfer; the date on which the EV will become the responsibility
of the receiving sponsor.

Note: This date should be discussed and agreed upon with the RO or ARO at the receiving
program. If the effective date of transfer falls on a weekend or holiday when the receiving
sponsor is not available to validate the record, the EV’s record will become inactive and the
receiving sponsor will not be able to validate the record.

4. In the Receiving Program Sponsor Number ficld, enter the program ID for the program to
which the EV is transferring. (Contact the receiving program to obtain this number.)

5. Click the Validate Transfer button. The system displays a screen containing the name of
the program sponsor whose program ID was entered.

6. Ensure this is the program the EV is transferring to and click the Approve Transfer button.
If it is not the correct program sponsor, click the Cancel button and repeat Steps 4 through 6.

7. On the transfer approved message screen, click the View Exchange Visitor button to return
to the transferring EV’s record. The EV’s status will remain Active until the effective date
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of transfer. His or her status will change to Transferred on the effective date of transfer listed
in SEVIS.

Note: If your program is expecting to receive a transfer EV from another SEVIS program,
that EV’s name will appear on the Transferred Status Exchange Visitors and Dependents EV
list with the status of Transferred once the effective date of transfer arrives. Search the list
for the transferred EV at that time and proceed to update the EV’s SEVIS record and validate
his or her program participation.

2.7.3.2 Cancel Transfer Request (EV in Active Status)

Prior to an EV’s effective date of transfer, an RO or ARO for the program that the EV is
transferring from may cancel the transfer request for either of the following reasons:

e Following the submission of a transfer request, the EV decides not to transfer

o The effective date of transfer that was entered on the transfer request in SEVIS must be
changed

To cancel an EV’s request to transfer, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose transfer request is being
canceled (perform a search for the record or use the EV _Lists link).

WARNING: Be sure this is the correct request to cancel. The transfer request will be
canceled immediately.

2. Click the Cancel Transfer link on the Transfer menu. A message displays stating that the
request has been canceled.

3. Click the Return to Exchange Visitor button to view the EV’s record.

Note: The RO at the transferring-in program will receive email notification that the EV’s
transfer request has been canceled.

2.8 Exchange Visitor Information Screen—Inactive Status

The Actions menu may contain the following options when an EV’s SEVIS record is in Inactive
status:

e Correct Minor or Technical Infraction
e Reinstatement Request

e G-7 Reinstatement

e (Cancel Reinstatement Request

e Terminate EV

The following sections contain detailed instructions for each of these options.

2.8.1 Correct Minor or Technical Infraction (EV in Inactive Status)

The Correct Minor or Technical Infraction option provides the capability to correct a minor or
technical infraction of the regulations for a J-1 within the first 120 days of the infraction. When
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the EV is in Inactive status, the only technical infraction option available is, “Failure to extend a
Form DS-2019 in a timely manner (failure to extend program).”

If the EV does not obtain a program extension within the maximum duration before his or her
status changed to Inactive, you have the authority to extend the EV’s program using the Correct
Minor or Technical Infraction option. The extension may occur if it is less than 121 days after
the EV’s status changed to Inactive. However, when the current date is between 121 days and
270 days after the EV’s status changed to Inactive, you may submit a request for reinstatement to
DoS for review and approval. See Section 2.8.2, Reinstatement Request (EV in Inactive Status),
for details.

Note: The Correct Minor or Technical Infraction option is not available if the EV has already
reached the maximum duration of participation for his or her program.

To correct a minor or technical infraction, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose correct a minor or
technical infraction request is being processed (perform a search for the record or use the EV
Lists link).

2. Click the Correct Minor or Technical Infraction link on the Actions menu. The Correct

Minor or Technical Infraction screen displays (see Exhibit 27).

Select the reason for the infraction from the drop-down list; this is a required field.

4. Enter the new program end date; this is a required field.

Note: The date should be later than today’s date.

Enter an explanation in the Remarks text box; this is a required field.

6. To complete the process, click the Correct Minor or Technical Infraction button. A
message displays stating that the EV’s record has been successfully updated.

Note: This process sets the EV’s status back to Active.

7. On the message screen, click the Return to Exchange Visitor button to display the
Exchange Visitor Information screen.

8. Click the Reprint DS-2019 link to reprint the Form, sign it in blue ink, and provide it to the
EV and dependents, if any. See Section 2.5.6, Print a Draft of Final Form DS-2019, for
printing instructions.

[98)

V)]

2.8.2 Reinstatement Request (EV in Inactive Status)

Use the Correct Minor or Technical Infraction process to change an EV from Inactive status to
Active status as long as regulatory requirements are met and the process is used prior to 121 days
after the EV’s status changed to Inactive.

When the current date is between 121 days and 270 days after the EV’s status changed to
Inactive, you may submit a request for reinstatement to DoS for review and approval

(22 CFR 62.45). Reinstatement cannot be requested when the current date is greater than 270
days after the status changed to Inactive. In that case, the EV is in Inactive status and the EV’s
information cannot be updated.
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To request reinstatement for an EV whose status has been Inactive for at least 121 days and not
more than 270 days, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose reinstatement request is
being submitted (perform a search for the record or use the EV_Lists link).

Click the Reinstatement Request link on the Actions menu. The Reinstatement Request
screen displays.

. Enter the program end date, which must follow the DoS Maximum and Minimum Duration

of Participation rules (see Attachment B).
Enter an explanation for the request in the Remarks text box; this is a required field.

Click the Submit Reinstatement button. A message displays stating that the request has
been submitted to SEVIS. Read the message carefully; it provides additional information
about the Reinstatement request.

Note: DoS will not begin to process this request until the non-refundable fee (22 CFR
62.90) and supporting documentation have been received. The request must be submitted via
SEVIS and then followed up with supporting documentation that can include, but is not
limited to, the following:

e Copies of all of the EV’s Forms DS-2019 issued to date
e Evidence that the SEVIS I-901 Fee has been paid (required by PL 104-208)

e A written statement, and documentary information supporting the statement,
declaring that the EV is pursuing or has at all times intended to pursue the original
Exchange Visitor Program activity for which he or she was admitted to the United
States

e A written statement declaring that the EV failed to maintain valid program status due
to circumstances beyond the control of the EV, or from administrative delay or
oversight, unintentional, or excusable neglect on your part or the EV’s part
or
A written statement declaring that it would be an unusual hardship to the EV if DoS
does not grant the reinstatement request and return the EV to valid program status

Note: Ifrequesting to change the EV's status from Active to Initial, the SEVIS record will
be locked while the request is being processed by DoS. Some of the options on the Actions
and Edits menus will not be available until the request has been processed by DoS or
canceled. Also, if DoS has not noted in SEVIS receipt of the fee and supporting
documentation within 30 calendar days of submission of the request, the status of the EV and
dependents, if any, will change to Invalid.

Remit the non-refundable fee, drawn on a bank or other institution located in the United
States, and made payable in U.S. currency to the U.S. Department of State (22 CFR 62.90).
This request will not be processed until the fee and supporting documentation have been
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received by DoS. Submit the required fee, EV’s full name and SEVIS ID, and supporting
documentation to DoS. See Section 1.1 or Attachment A for the appropriate address.

DoS must review this request; the following outcomes are possible:

¢ Reinstatement Request Approved—The submitter of the request will receive email
notification of the approval.

Note: Following approval of the reinstatement request, an RO or ARO must print the
Form DS-2019, sign it in blue ink, and provide it to the EV and dependents, if any.
Access the Exchange Visitor Information screen for the EV and click the

Reprint DS-2019 link. On the Reprint DS-2019 screen, select the reprint reason
“Reinstate an On-going program.” (See Section 2.5.8, Reprint a Form DS-2019, for
printing instructions.)

e Additional Information Required—The submitter of this request will receive email
notification and a mailed letter or fax indicating that additional information must be
provided so that DoS may continue processing the request.

¢ Reinstatement Request Denied—The submitter of this request will receive notification
via a mailed letter regarding the denial.

2.8.3 Reinstatement Request for G-7 Participants (EV in Inactive Status)

When the current date is less than 271 days after the EV’s program end date and the professor or
research scholar’s program is 5 years or longer, a G-7 reinstatement request can be submitted to
DoS for review and approval (22 CFR 62.45). Reinstatement cannot be requested when the
current date is greater than 270 days after the EV’s program end date; in that case, the EV is in
Inactive status and the EV’s information cannot be updated.

To request reinstatement of an EV participating in a G-7 program, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose reinstatement request is
being submitted (perform a search for the record or use the EV_Lists link).

2. Click the G-7 Reinstatement link on the Actions menu to display the Visitor Eligibility
screen. This screen contains a reminder that the person must be eligible to participate in this
type of program. If the person is not eligible, you can return to the previous screen and select
a different category for the person, if available.

3. Review the information on the Visitor Eligibility screen and click the Continue button to
display the Reinstatement Request screen.

4. Enter the program end date, which may be up to 5 years after the current program end date.
5. Enter an explanation for the request in the Remarks text box; this is a required field.

6. Click the Submit Reinstatement button. A message displays stating that the request is not
complete. Read the message carefully; it provides additional information about the
Reinstatement request.
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Note: DoS will not begin to process this request until the non-refundable fee (22 CFR
62.90) and supporting documentation have been received. The request must be submitted via
SEVIS and then followed up with supporting documentation that can include, but is not
limited to, the following:

e Copies of all of the EV’s Forms DS-2019 issued to date
e Evidence that the SEVIS I-901 Fee has been paid (required by PL 104-208)

e A written statement, and documentary information supporting the statement,
declaring that the EV is pursuing or has at all times intended to pursue the original
Exchange Visitor Program activity for which he or she was admitted to the United
States

e A written statement declaring that the EV failed to maintain valid program status due
to circumstances beyond the control of the EV, or from administrative delay or
oversight, unintentional, or excusable neglect on your part or the EV’s part
or
A written statement declaring that it would be an unusual hardship to the EV if DoS
does not grant the reinstatement request and return the EV to valid program status

Note: If requesting to change the EV's status from Active to Initial, the SEVIS record will
be locked while the request is being processed by DoS. Some of the options on the Actions
and Edits menus will not be available until the request has been processed by DoS or
canceled. Also, if DoS has not noted in SEVIS receipt of the fee and supporting
documentation within 30 calendar days of submission of the request, the status of the EV and
dependents, if any, will change to Invalid.

7. Remit the non-refundable fee, drawn on a bank or other institution located in the United
States, and made payable to the U.S. Department of State (22 CFR 62.90). Submit the
required fee, EV's full name and SEVIS ID, and supporting documentation to DoS. See
Section 1.1 or Attachment A for the appropriate address.

Note: Sixty days after this request is submitted, the system will automatically cancel the
reinstatement request if DoS has not noted in SEVIS the receipt of the fee and/or supporting
documentation. The submitter of the request will receive email notification of this cancelation.

Note: The SEVIS record will be locked while the request is being processed by DoS. The EV’s
record cannot be updated until the request has been processed by DoS or canceled.

Once DoS reviews the reinstatement request, the following outcomes are possible:
¢ Request Approved—The submitter of the request will receive email notification of the
approval, and must print an updated copy of the Form DS-2019, sign it in blue ink, and
provide it to the EV and dependents, if any. (See Section 2.5.8, Reprint a Form DS-2019,
for printing instructions.)
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Note: If an error occurs when printing the Form DS-2019, the Reinstatement reprint
reason is removed from the list of reprint reasons. Select the Other option and enter the
following text in the Remarks field, “Reinstate an Ongoing Program”.

e Additional Information Required—The submitter of the request will receive email
notification of the request for additional information. A letter from the DoS Office of
Exchange Coordination and Designation identifying the areas that require additional
information and/or documentation will be sent to the submitter of the request (either by
fax or the U.S. Postal Service) in order for the review to continue.

Note: The response must be submitted within 30 calendar days of the email notification.
If DoS has not noted in SEVIS the receipt of a response within 30 calendar days of the
notification, the reinstatement request will automatically be canceled in SEVIS.

e Request Denied—If denied, DoS will mail notification to the program sponsor.

2.8.4 Cancel Reinstatement Request (EV in Inactive Status)

After a reinstatement request has been submitted to DoS for review, the request may be canceled
before it is processed by DoS. This option can be used for both regular reinstatement requests
and reinstatement requests for G-7 participants.

Note: This option is only available following the submission of a reinstatement request in
SEVIS.

To cancel a reinstatement request, perform the following:
1. Access the Exchange Visitor Information screen for the EV whose request is being canceled
(perform a search for the record or use the EV Lists link).

2. Click the Cancel Reinstatement link on the Actions menu to display the Cancel
Reinstatement Request screen.

Enter optional comments in the Remarks text box.

4. Click the Cancel Reinstatement Request button. The EV’s record will remain in Inactive
status.

2.8.5 Terminate Exchange Visitor (EV in Inactive Status)

See Section 2.7.1.11, Terminate Exchange Visitor (EV in Active or Inactive Status), for
instructions on terminating an EV or Section 2.7.2.2.1, Terminate Dependent (EV in Active,
Inactive, or Transfer Status), for instructions on terminating a dependent separately from an EV.

29 Transfer Procedures for Receiving Program

When an EV transfers to your program, his or her record in SEVIS must be updated and
validated no later than 30 days after the effective date of transfer identified in SEVIS.
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Validation of program participation requires the program sponsor to acknowledge that the EV
has reported as required, and to collect the EV’s current U.S. address (actual physical location
where the EV will reside while in the United States) by updating the EV’s record in SEVIS.
Updating the EV’s record and validation of program participation may take place at any time
after the effective date of transfer. Failure to validate the transfer EV’s program participation no
later than 30 days past the effective date of transfer identified in SEVIS will result in SEVIS
changing the EV’s status to No Show.

Note: When your program is expecting to receive a transfer EV from another SEVIS program,
that EV’s name will display on the A/l Exchange Visitors and Dependents and the Transferred
Status Exchange Visitors and Dependents EV lists after the effective date of transfer identified in
SEVIS. This EV’s status changes to Transferred once the effective date of transfer arrives.

Detailed instructions for completing the transfer process for an EV transferring into your
program are contained in the following sections:

e 209.1 Transfer—Exchange Visitor Personal Information and U.S. Address
e 29.2 Transfer—Add Site of Activity

e 293 Transfer—Add Dependent/Edit Dependent Data

e 294 Transfer—Financial Information

e 209.5 Validate the EV’s Program Participation

2.9.1 Transfer—Exchange Visitor Personal Information and U. S. Address
When an EV transfers into your program, his or her Form DS-2019 must be updated in SEVIS
before validating his or her program participation. To update the Form, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose personal information is
being updated (perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu to begin updating the EV’s Form.
Exhibit 39, Exchange Visitor Personal Information Screen for Transfer EV, is an example of
the screen that displays.
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Exhibit 39: Exchange Visitor Personal Information Screen for Transfer EV

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

¥isa Type: J-1

. * Family Name:

« First Name:

. Middle Name:

. Suffix:

- * Date of Birth:

- * Gender:

. * City of Birth:

. * Country of Birth:

B W oS W AW N e

Iy

Residence:

11. Social Security Number: I
12. Driver's License Number: I

13. Driver's License Issue State: | =l

Individual Taxpayer ID
* Number:

15. * Position:

16. * Exchange ¥Wisitor Category: PROFESSOR
17. # gubject/Field Description: Select

* Subject/Field Remarks:

18. Current U.5, Address:

* address 1:|
Address Z:I

* Zip Code:) - I

19. Foraign Address:
Address 15
Address 2:|
City:
Country:| Select One ;I
Province /Tervitory:|

Postal Code:

20. Creation Reason: TRANSFERRED

21. * Program Begin Date:
22. Program End Date:

. * Country of Citizenship: [ saInT HELEMA |
* Country of Legal Permanent

~ T
. {; Student & Exchange Visitor EVI
e Sty Information System

-

Get Adobe Reader

New Exchange Visitor For Research Center
G-7-00932

Enter Initial Information about Exchange ¥Yisitor
Required fields are marked with an asterisk(*).

ISkoIares
|Richard

|

ISe|ed: Tne -I

1241271960 | (MM/ DD

Male & Farnals

ISmaIItown

| SAINT HELEMA |

If the United States or a U.5. tervitory is chosen, select one of the following:
Select One - I

[ saInT HELEMA =

|select One = |

The text may be buncated on the printed Form DS-2019 if it is longer than the available space. However,
you will be able to view the entire textin SEVIS.
[

&

* Citys
* Gtate: Select One =

05/08/2006

|12,|’25,|"2010

ResetValues | | SaveDraft | [Hext Print Draft DS-2019

08/18/2006 (Friday)

3. Below is a list with explanations of the fields and sections on this screen. Some of this
information is filled in by SEVIS and may be updated. An asterisk (*) precedes the fields
and sections that are required. To complete this screen, enter the following data:

Field/Section

Description/Explanation

*

1. Family Name

If necessary, change the surname or last name of the EV. If
the EV has only one name, enter it in this field.
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Field/Section

Description/Explanation

Note: The DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they appear on
the passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National ID
card.

. First Name

If necessary, change the first name of the EV. This field
may be left blank if the person has only one name.

Note: Even though this is not a required field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National ID
card.

. Middle Name

If necessary, change the middle name of the EV. This field
may be left blank if the person has no middle name.

Note: Even though this is not a required field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National ID
card.

. Suffix

If necessary, change the title, such as Junior, that appears at
the end of a person’s name.

. Date of Birth

If necessary, change the EV’s date of birth.

. Gender

If necessary, select the EV’s gender, male or female.

. City of Birth

If necessary, change the unabbreviated name of the city
where the EV was born.

. Country of Birth

If necessary, change the country in which the EV was born.
Note: United States may be selected as the country of birth
if the EV was born to a foreign diplomat or is an expatriate.
If the person was born in the United States or a U.S.
territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United States or U.S.
Territory is chosen... drop-down list.

Note: Under Regulation 8 CFR 214.5, an EV from a country
on the restricted country list may not engage in or seek to
obtain training in aviation maintenance, flight training or
operations, or nuclear-related studies or training. Therefore,
you may not create or update an EV’s personal or program
information as follows:

e Ifan EV’s COB or COC is on the restricted country
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Field/Section

Description/Explanation

list, you may not select or update his or her field of
study to training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training.

e Ifan EV’s field of study is in aviation maintenance,
flight training or operations, or nuclear-related
studies or training, you may not select or update his
or her COB or COC to a country that is on the
restricted country list.

*

9. Country of
Citizenship

If necessary, change the country in which the EV maintains
citizenship.

Note: Under Regulation 8 CFR 214.5, an EV from a country
on the restricted country list may not engage in or seek to
obtain training in aviation maintenance, flight training or
operations, or nuclear-related studies or training. Therefore,
you may not create or update an EV’s personal or program
information as follows:

e Ifan EV’s COB or COC is on the restricted country
list, you may not select or update his or her field of
study to training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training.

e [Ifan EV’s field of study is in aviation maintenance,
flight training or operations, or nuclear-related
studies or training, you may not select or update his
or her COB or COC to a country that is on the
restricted country list.

%

10. Country of Legal
Permanent
Residence

If necessary, change the country in which the EV is an LPR.
For most EVs, the Country of Legal Permanent Residence
will be the same as the Country of Citizenship. Some EVs,
however, will be permanent residents of other countries.
Note the difference between permanent and temporary
residence. For example, a French citizen who is teaching in
Italy on a 1-year contract, and applying for a J visa from
Italy, would not be considered an LPR of Italy.

11. Social Security
Number

Enter the EV’s Social Security number. Completion of this
field is optional.

12. Driver’s License
Number

Enter the EV’s driver’s license number assigned by the state
that issued the license. Completion of this field is optional.

13. Driver’s License
Issue State

Select from the drop-down list the state that issued the
driver’s license to the EV, if applicable. Completion of this
field is optional.
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Field/Section Description/Explanation

14. Individual Taxpayer | Enter the taxpayer ID for an EV who is employed or has
ID Number such an ID. Completion of this field is optional.

15. Position Select an option from the list that most closely matches the

EV’s position in his or her home country.

16. Exchange Visitor This field defaults to the category in which the EV has been

Category approved to participate in while in the United States, and it
cannot be changed.
17. Subject/Field To change the current subject/field description, perform the
Description following:

1. Click the Select button to display the Select Subject Code
screen, and make a selection from the Categories
drop-down list.

2. Click the Search button to view the list of subjects/fields
for the selected category. Find the subject that most
closely matches the EV’s field of study and click its
code, at the left end of the row. The system will
automatically return to the New Exchange Visitor screen
and the final selection will be displayed.

3. Ifnecessary, click the Clear button to remove this
Subject/Field code, and repeat Steps 1 and 2. This is a
required field.

Note: Under Regulation 8 CFR 214.5, an EV from a country
on the restricted country list may not engage in or seek to
obtain training in aviation maintenance, flight training or
operations, or nuclear-related studies or training. Therefore,
you may not create or update an EV’s personal or program
information as follows:

e Ifan EV’s COB or COC is on the restricted country
list, you may not select or update his or her field of
study to training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training.

e Ifan EV’s field of study is in aviation maintenance,
flight training or operations, or nuclear-related
studies or training, you may not select or update his
or her COB or COC to a country that is on the
restricted country list.
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Field/Section

Description/Explanation

* Subject/Field
Remarks

Enter additional comments regarding the EV’s program
while in the United States or enter “None.” Do not use hard
returns (that is, do not press the Enter key) when entering
text; doing so may make the text wrap and print in field 5 on
the Form DS-2019. Exhibit 14 is an example of how the text
may print when hard returns are used.

Note: The text may be shortened on the printed

Form DS-2019 if it is longer than the available space.
However, the entire text may be viewed in SEVIS.

* 18. Current U.S.
Address

Enter the actual U.S. address where the EV will reside while
in the United States.

Note: When entering data for Secondary Students (high
school students), enter the name of the host family in the
Address 1 field and enter the street address for this residence
in the Address 2 field. For an Au Pair, enter the host
family’s address.

19. Foreign Address

Enter the person’s foreign address. Completion of these
fields is optional.

20. Creation Reason

The only valid creation reason for a transfer EV is
Transferred.

21. Program Begin Date | This field defaults to the EV’s original program begin date

and cannot be changed.

22. Program End Date | The date, determined by the program sponsor, on which an

EV’s program will end. The Program End Date cannot be
changed at this time.

4. Click one of the following buttons:

Reset Values Click this button to return all unsaved entries to the previous values.
Save Draft Click this button to save the data that have been entered.
Next Click this button to automatically save the data entered and advance to

the next page of the EV’s Form DS-2019. If any fields and sections
have not been completed or contain incorrect information, the system
will display an error message indicating the error(s). Make the
necessary corrections and click the Next button again.

Print Draft DS-2019

Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It is recommended that you print a draft copy of the transfer
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Form to SEVIS.
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2.9.2 Transfer—Add Site of Activity

Page 2 of the Form DS-2019, Site of Activity Menu (Exhibit 15), is used to collect program
information for the EV. It provides a summary of the information entered for the EV, and an
option for adding sites of activity. All EVs must have at least one site of activity.

To enter information about the EV’s site of activity, perform the following:

1. Click the Add Site of Activity link in the lower-left part of the Site of Activity Menu screen.
The system displays the Exchange Visitor—Add Site of Activity screen.

2. In the Site of Activity field, enter the name of the place where the EV will participate in his
or her program.

3. Inthe Site of Activity Address fields, enter the physical location of the site. For an Au Pair,
enter the host family’s address. For Secondary Students (high school students), enter the
host family name in the Address 1 field and enter the street address for the residence in the
Address 2 field.

Note: Do not enter post office box numbers in this address.
4. Enter optional comments in the Remarks text box.

5. Click the Add Site of Activity button to save the data entered for this EV. The system
displays the Site of Activity Menu screen. Summary information for the site that has been
added will be included below the EV’s personal information.

Note: Multiple sites of activity may be added for an EV; follow the procedures above to add
more sites of activity.

6. If multiple sites of activity have been added to the EV’s record, perform the following to
change the primary site of activity:

a. Click the radio button to the left of the site that will be the primary site of activity for the
EV.

b. Click the Change Site of Activity button, and a message will display stating that the
primary site of activity has been changed.

c. Click OK and the Site of Activity Menu screen will display.
7. Click the Next button to advance to the next page of the Form.

Note: See Section 2.7.2.4.1, Edit Site of Activity (EV in Active Status or Transfer Status), for
detailed instructions on how to edit an EV’s site of activity.

2.9.3 Transfer—Add Dependent/Edit Dependent Data

Page 3 of the Form DS-2019, Exchange Visitor Dependent Menu screen, contains summary
information for the EV and dependents, if any. It also contains a link to add dependents.
Procedures for both options are described in the next two sections.
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Note: Only the data for the spouse and children of an EV coming to the United States on J-2
visas are entered into SEVIS. If the spouse and child dependents plan to enter the United States
on other types of visas, do not enter their information in SEVIS.

2.9.3.1 Transfer—Add Dependent

Note: If both a husband and wife are entering the United States on J-1 visas, add the dependent
child’s information to only one SEVIS record (Form DS-2019). Do not add the dependent
child’s information to both parents’ records/Forms. Doing so will give the dependent child two
SEVIS records.

To add a dependent for an EV transferring into your program, perform the following:
1. Click the Add Dependent link on the Exchange Visitor Dependent Menu screen.

2. Below is a list with explanations of the fields and sections on the Exchange Visitor
Information—Add Dependent screen (Exhibit 18). An asterisk (*) precedes the fields and
sections that must be completed. To complete this screen, enter the following data:

Field/Section Description/Explanation
* 1. Family Name Enter the surname or last name of the dependent. If the
dependent has only one name, enter it in this field.
Note: The DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they appear on
the passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National ID
card.
2. First Name Enter the first name of the dependent. This field may be left
blank if the dependent has only one name.
Note: Even though this is not a required field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National ID
card.
3. Middle Name Enter the middle name of the dependent. This field may be
left blank if the dependent has no middle name.
Note: Even though this is not a required field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National ID

card.
4. Suffix Select a title, such as Junior, that may appear at the end of a
person’s name.
* 5, Date of Birth Enter the dependent’s date of birth in MM/DD/YYYY
format.
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Field/Section

Description/Explanation

6. Gender Select the dependent’s gender, male or female.

7. Relationship Select Spouse or Child. A dependent child must be younger

than 21 years of age.

8. City of Birth Enter the unabbreviated name of the city where the

dependent was born.

9. Country of Birth Select the country in which the dependent was born.

Note: United States may be selected as the country of birth

if the EV was born to a foreign diplomat or is an expatriate.

If the person was born in the United States or a U.S.

territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United States or U.S.
Territory is chosen... drop-down list.

10. Country of Select the country in which the dependent maintains
Citizenship citizenship.

11. Country of Legal Select the country in which the dependent is an LPR.
Permanent For most EV applicants, the Country of Legal Permanent
Residence Residence will be the same as the Country of Citizenship.

Some applicants, however, will be permanent resident
residents of other countries. Note the difference between
permanent and temporary residence. For example, a French
citizen who is teaching in Italy on a 1-year contract, and
applying for a J visa from Italy, would not be considered an
LPR of Italy.

12. Social Security Enter the dependent’s Social Security number. Completion
Number of this field is optional.

13. Driver’s License Enter the dependent’s driver’s license number assigned by
Number the state that issued the license. Completion of this field is

optional.

14. Driver’s License Select from the drop-down list the state that issued the
Issue State driver’s license to the dependent, if applicable. Completion

of this field is optional.

15. Individual Taxpayer | Enter the taxpayer ID for a dependent who is employed or

ID Number

has such an ID. Completion of this field is optional.

Click the Add Dependent button to automatically save the data entered and return to the
Exchange Visitor Dependent Menu screen. To add another dependent, repeat the process
described above.

Click the Next button to advance to the Add Financial Information screen.
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2.9.3.2 Transfer—Update Dependent Data
To update dependent data, perform the following:

1. On the Exchange Visitor Dependents Menu, click the Edit link to the right of the name of the
dependent whose data are being updated. The Exchange Visitor Information—Edit
Dependent screen displays.

2. Make the necessary updates to the dependent’s data.
3. Click the Submit Edit button. The Exchange Visitor Dependent Menu displays.

4. Click the Next button to advance to the Financial Information screen.

2.9.3.3 Transfer—Terminate Dependent

See Section 2.7.2.2.1, Terminate Dependent (EV in Active, Inactive, or Transfer Status), for
instructions on how to terminate a dependent.

2.9.3.4 Transfer—End Status of Dependent

See Section 2.7.2.2.2, End Status of Dependent (EV in Active or Transfer Status), for
instructions on how to end the status of a dependent.

2.9.4 Transfer—Financial Information

Page 4 of the Form DS-2019, Financial Information screen, is used to collect financial
information for the EV. This screen represents the final step in creation of a transfer record for
an EV.

Note: Financial data should reflect the amount of financial support provided to the EV for the
duration of his or her program shown on all Forms DS-2019.

Note: All dollar amounts must be entered in SEVIS without commas and periods, and should be
rounded to the nearest whole dollar (for example, $15,459.87 should be entered as 15460).

To complete the Financial Information screen, perform the following:

1. Below is a list with explanations of the fields and sections on this screen. An asterisk (*)
precedes the fields and sections that must be completed. To complete this screen, enter the
following data:

Field/Section Description/Explanation
19. During the period covered by | Note: The EV must have at least one source of

this program, the total funding listed in Sections 19 and/or 20 of the

estimated financial support electronic Form DS-2019.

(in U.S. dollars) is to be

provided to the exchange Enter the following information as applicable.

visitor by:

Current Program Sponsor If applicable, enter the amount, in U.S. dollars, that

the program sponsor will contribute to the EV.
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Field/Section

Description/Explanation

This program sponsor (has/has
not) received funding for
international exchange from
one or more U.S. Government
Agency(ies) to support this
exchange visitor. If any U.S.
Government Agency(ies)
provided funding, indicate the
Agency(ies) by code below.

Select has or has not to indicate whether the EV has
received direct or indirect funding from U.S.
Government agencies. This is a required field.

¢ Direct Funding—Financed in whole or in
part by the U.S. Government or the EV’s
government with funds contributed directly to
the EV in connection with his or her
participation in an Exchange Visitor Program.

¢ Indirect Funding—Financed by one of the
following:

— An international organization with funds
contributed by either the U.S. Government
or the EV’s government for use in
financing international educational and
cultural exchanges

— An organization or institution with funds
made available by either the U.S.
Government or the EV’s government for
the purpose of furthering international
educational and cultural exchanges.

Financial Support from
organizations other than the
sponsor will be provided by one
of the following:

The EV must have at least one source of funding
listed in sections 19 and/or 20 on the electronic Form.
If necessary, complete one or more of the fields in
this section.

Note: All dollar amounts must be entered in SEVIS
without commas and periods, and should be rounded
to the nearest whole dollar (for example, $15,459.87
should be entered as 15460).

U.S. Government Agency(ies)
[max of 2]

Select the agency from which the EV has received
funding, and enter the amount in U.S. dollars.

Note: If Other is selected, enter the name of the
organization in the text box provided. The name and
amount of funding will print on the Form DS-2019.

International Organization(s)
[max of 2]

Select the organization from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other is sclected, enter the name of the
organization in the text box provided. The name and
amount of funding will print on the Form DS-2019.

The Exchange Visitor’s
Government

Enter the amount, in U.S. dollars, that the EV’s
government is contributing
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Field/Section Description/Explanation

The Binational Commission of | Enter the amount, in U.S. dollars, that the Binational
the Exchange Visitor’s Country | Commission is contributing.

All other organizations Enter the total amount, in U.S. dollars, that all other
providing support

organizations are contributing.

Note: Enter each organization name and the amount
of money being given to the EV. For example, ABC
Agency (500), DEF Organization (2500), XYZ
(2000). (Only 80 characters can be entered into this
field.)

The names and amounts of funding will print on the
Form DS-2019.

Personal Funds

Enter the amount, in U.S. dollars, that the EV is
contributing.

2. When finished, click one of the following buttons:

Previous Click this button to return to the previous page of the Form DS-2019.
WARNING: Be sure to save the data entered on this page before
selecting the Previous button. The unsaved data that were entered on
this page will be lost if not saved first.

Reset Values Click this button to return all unsaved entries to the previous values.

Submit DS-2019

Note: It is recommended that you print a draft copy of the EV’s

Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Form to SEVIS.

Click this button to save the EV’s Form to SEVIS. A message
displays stating that the EV has been successfully transferred into your
program; the EV’s status is Transferred. Click the Print Final
DS-2019 button to print the Form, sign it in blue ink, and provide it to
the EV and dependents, if any. See Section 2.5.6, Print a Draft or
Final Form DS-2019, for printing instructions.

Save Draft

Click this button to save the data entered.

Print Draft DS-2019

Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It is recommended that you print a draft copy of the EV’s
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Form to SEVIS.
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2.9.5 Validate the EV’s Program Participation (EV in Transfer Status)

When an EV transfers to your program, his or her record in SEVIS must be validated no later
than 30 days after the effective date of transfer identified in SEVIS. Validation of program
participation requires you to acknowledge that the EV has reported as required, and to collect the
EV’s current U.S. address (actual physical location where the EV will reside while in the United
States).

Validation of program participation may take place at any time after the effective date of
transfer. Fifteen days following the effective date of transfer, you will receive a reminder to
validate the EV’s program participation. You will also receive a reminder 25 days following the
effective date of transfer. Failure to validate the transfer EV’s participation in your program
within 30 days after the effective date of transfer identified in SEVIS will result in SEVIS
changing the status of the EV and dependents, if any, to No Show.

Note: If your program is expecting to receive a transfer EV from another SEVIS program, that
EV’s name will display on the All Exchange Visitors and Dependents and the Transferred Status
Exchange Visitors and Dependents EV lists with the status of Transferred once the effective date
of transfer arrives.

Validating a transfer EV’s participation is a two-step process. His or her SEVIS record must
first be updated, and then validated. To update the record and validate the participation of an EV
transferring into your program, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose program participation is
being validated (perform a search for the record or use the EV_Lists link).

2. Click the Edit DS-2019 link on the Edits menu and update the EV’s data (see Section 2.9.1
through Section 2.9.4 for instructions).

3. Click the Submit DS-2019 button to submit the data to SEVIS. A message displays stating
that the data have been successfully submitted to SEVIS.

Note: The EV is not in Active status. You must validate the EV’s program participation;
continue with the following steps to validate the EV.

4. On the message screen, click Print Final DS-2019 button to print a final copy of the Form,
sign it in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6, Print
a Draft or Final Form DS-2019, for printing instructions.)

Note: The current U.S. address (where the EV will reside) is collected in SEVIS but does
not print on the Form DS-2019. When the Form is printed, the address of the primary site of
activity for the EV will print in the U.S. Address field on the Form. If the EV has multiple
sites of activity, the selected site of activity (radio button has been clicked) will print on the
Form.

5. After printing the Form, you must validate the EV’s participation in your program. Access
the Exchange Visitor Information screen for the EV whose program participation is being
validated (if necessary, perform a search for the record or use the EV_Lists link).
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6. On the Exchange Visitor Information screen, click the Validate Program Participation link
to display the Validate Program screen.

7. Ensure the accuracy of the current U.S. address (residence) for this EV and make corrections
as necessary.
Note: When entering data for Secondary Students (high school students), enter the name of
the host family in the Address 1 field and enter the street address for this residence in the
Address 2 field. For an Au Pair, enter the host family’s address.

Note: Passport, visa, and POE information may be received from other systems. However,
if the fields are not filled in, the following data may be entered, if available:

Passport Number

Passport Issuing Country
Passport Expiration Date

Visa Number

Post/Country of Visa Issuance
Visa Expiration Date

Visa Issue Date

Admission Number

Port of Entry

Date of Entry

8. Click the Validate Program button. The Listing of Programs screen displays, and the status
of the EV and dependents (if any) is Active.

2.10

SEVIS Correction Procedures

Two different types of corrections may be requested for EV and dependent SEVIS records:

e 30-Day Correction—When this option is used, EV and/or dependent SEVIS records are
corrected immediately.

¢ Reinstatement — Update SEVIS Status—When this option is used, DoS must review
and process the request.

These options are discussed in detail in the following sections.

2.10.1 30-Day Correction Period for SEVIS Status

If the EV’s SEVIS status has changed to Active, Invalid, or No Show within the past 30 days,
the Correct SEVIS Status option may be used to change the EV’s status from:

e Active to Initial

e Invalid to Initial
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e Invalid to Active

e No Show to Active

The EV’s SEVIS status will change immediately when using this function. Also, if the EV’s and
dependent’s status changed to Active, Invalid, or No Show on the same date, when the EV’s
status is corrected using this option, the dependent’s status will change to the same SEVIS status
as the EV. For example, the EV and dependent’s SEVIS status changed to Invalid on the same
date and the Correct SEVIS Status option is used to change the EV’s status to Active; the
dependent’s SEVIS status will change to Active at the same time.

Exhibit 40, Correct SEVIS Status Screen, is an example of the screen used to change an EV’s
status.

Exhibit 40: Correct SEVIS Status Screen

u% Icmmigmi b ;!r . Student & Exch Visit
and Customs e— ¥ uden xchange Visitor
Enforcement r A 'bﬁ- “ \ N Information System Ev‘

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout
Get Adobe Reader

Correct SEVIS Status

Required fields are marked with an asterisk {*).

Farnily Marme: Martinez

Suffis:

Date of Birth: 12/12 /1985

Country of Birth: SPAIN

Country of Legal Permanent Residence: SPAIN

Active/Initial Dependent Count: 0

Prograrn Sponsor: Hansel Universi

ategory: STUDENT NON-DEGREE

Subject/Field Rermarks: Mone.

IAP-66 Murnber:

Program End Date: 12/231/2007

Previous Prograrm End Date:

Pazzport Murnber:

Visa Issue Date:

Part of Entry:

I-94/Adrizzion Mumber:

Date of Departura:

1. * change Status To: IINITIAL - I
3. * Program End Date: I (MM DD )

9765 Valley Drive

Correct SEVIS Status | Reset Values | Cancel |

08/30/2006 (Wednesday)
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To change the EV’s status, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

Click the Correct SEVIS Status link on the Actions menu. A confirmation screen displays.

Read the message on the screen, and click the I Agree button to continue, or click the
Cancel button to return to the Exchange Visitor Information screen without changing the
EV’s status.

Note: As the sponsor’s official, you have been granted permission to make this change of
SEVIS status without the direct involvement of the Department of State’s Office of
Exchange Coordination and Designation. However, you must maintain and provide the
supporting documentation for this change to DoS or DHS upon request.

Below is a list with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field Description/Explanation
1. Change Status To Select an option from the drop-down list
2. Program Begin Date Enter the date in MM/DD/YYYY format.

Note: When requesting to change the EV’s status from:

e Active to Initial—The begin date must be the
current date or a future date.

e Invalid to Initial—The begin date must be the
current date or a future date.

e Invalid to Active—The begin date must be the
current date or a date in the past; it cannot be a
future date.

e No Show to Active—The begin date must be the
current date or a date in the past; it cannot be a
future date.

3. Program End Date Enter the date in MM/DD/YYYY format.
The end date, in combination with the program begin
date must.
e Be equal to or greater than the minimum duration
of participation
and
e (Cannot exceed the maximum duration of
participation for the EV’s selected category, as
identified in the Exchange Visitor Program
regulations.

4. Current U.S. Address If necessary, update the address where the EV resides in
the United States (22 CFR 62.70(b)).

Note: When entering data for Secondary Students (high
school students), enter the host family name in the
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Field Description/Explanation

Address 1 field and enter the street address for the
residence in the Address 2 field. For an Au Pair, enter
the host family’s address.

* 5. Remarks Enter an explanation for this correction request; this is a
required field. A maximum of 500 characters can be
entered into the Remarks text box.

5. Select one of the following buttons:

Correct SEVIS Status | Click this button to save this information to SEVIS and update the
status of the EV and associated dependents, if any. On the Update
Successful screen, click the Print Final DS-2019 button to print a
new Form DS-2019, sign it in blue ink and forward it to the EV and
dependents, if any. See Section 2.5.6, Print a Draft or Final

Form DS-2019, for instructions.

Note: When the SEVIS status of an EV changes from Invalid to
Initial or Invalid to Active, the allotment of Forms DS-2019 will be
decreased by one.

Reset Values Click this button to clear the data entered on this screen.

Cancel Click this button to return to the Exchange Visitor Information
screen without changing the SEVIS status of the EV and dependents.

2.10.2 30-Day Correction Period for SEVIS Status for Dependent

The Correct SEVIS Status option may be used to change the dependent’s status to the same
status as the EV if the dependent’s status meets all of the following criteria:

1. Is currently Invalid, No Show, or Terminated
2. Changed to Invalid, No Show, or Terminated within the past 30 days

3. Does not match the status of the EV
The dependent’s SEVIS status will change immediately when using this function.

Note: If the status of both the EV and dependent changed to Invalid, No Show, or Terminated
on the same date, this option is not available for the dependent.

To change the dependent’s status, perform the following:

1. Access the Dependent Information screen for the dependent whose status is being corrected
(perform a search for the record or use the EV Lists link).

2. Click the Correct SEVIS Status link on the Actions menu. A confirmation screen displays.

3. Read the message on the screen, and click the I Agree button to continue, or click the
Cancel button to return to the Dependent Information screen without changing the
dependent’s status.
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Note: As the sponsor’s official, you have been granted permission to make this change of
SEVIS status without the direct involvement of the Department of State’s Office of
Exchange Coordination and Designation. However, you must maintain and provide the
supporting documentation for this change to DoS or DHS upon request.

4. On the Correct SEVIS Status screen, enter an explanation in the Remarks text box; this is a
required field. A maximum of 500 characters can be entered into this text box.

5. Select one of the following buttons:

Correct SEVIS Status | Click this button to update the dependent’s status and save this
information to SEVIS. The dependent’s SEVIS status is
immediately updated to match the EV’s status.

Reset Values Click this button to clear the data entered in the Remarks text box.

Cancel Click this button to return to the Dependent Information screen
without changing the SEVIS status of the dependent.

2.10.3 Reinstatement — Update SEVIS Status Request

If it is more than 30 days and less than 271 days since the SEVIS status of the EV changed to
Active, Invalid, or No Show, a Reinstatement - Update SEVIS Status request may be submitted
to DoS to change the status from:

e Active to Initial
e Invalid to Initial
e Invalid to Active

e No Show to Active

The Reinstatement — Update SEVIS Status option will also be available on the Exchange Visitor
Information screen to submit a request to DoS to change an EV’s SEVIS status from Terminated
to Active. This option will immediately become available when the EV’s SEVIS status is
changed to Terminated. The option will remain available for up to 270 days following the date
the EV’s status changed to Terminated. A change in the status of a SEVIS record from
Terminated to Active will always require the approval of DoS and therefore, must be processed
as a “Reinstatement - Update SEVIS Status” request.

If the dependent’s status changed separately from the EV’s status, approval of this request will
not affect the dependent’s status. For example, if the dependent’s status changed to No Show
and, the next day, the EV’s status changed to No Show, approval of the Reinstatement - Update
SEVIS Status request will only affect the EV’s status. The dependent’s SEVIS status will
remain No Show.

Requests may be submitted to DoS to change the SEVIS status of a dependent whose status
changed to Invalid, No Show, or Terminated separately from the EV’s status. See

Section 2.10.3, Reinstatement - Update SEVIS Status for Dependent, for instructions on
submitting a Reinstatement - Update SEVIS Status request for a dependent.
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Note: A non-refundable fee is required when submitting a Reinstatement - Update SEVIS Status
request for an EV. DoS will not begin to process the request until the required fee and
supporting documentation have been received.

The following sections provide instructions for submitting a Reinstatement - Update SEVIS
Status request for an EV and a dependent.

2.10.3.1 Reinstatement — Update SEVIS Status Request for an EV
To submit a Reinstatement - Update SEVIS Status request for an EV, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose status will be changed
(perform a search for the record or use the EV Lists link).

2. Click the Reinstatement - Update SEVIS Status link on the Actions menu to display the
Reinstatement - Update SEVIS Status for Exchange Visitor screen. Exhibit 41,
Reinstatement - Update SEVIS Status for Exchange Visitor Screen, is an example of the
screen.
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Exhibit 41: Reinstatement — Update SEVIS Status for Exchange Visitor Screen

4 Student & Exchange Visitor EVI
Information System

Get Adobe Reader

Reyr US Immigration
@ and Customs
SieZy Enforcement

Reinstatement - Update SEVIS Status for Exchange Visitor

Required fields are marked with an asterisk (*).

SEVIE ID: NODODODOS983
Farnily Marne: Smith
First Marmme: Mary
Suffix:
Gender: FEMALE
Crate of Birth: 10/10/ 1975
City of Birth: Amsterdam
Country of Birth: DENMARK
Country of Citizenship: DENMARK
Country of Legal Permanent Residence: DENMARK
Status: ACTIVE
ActiverInitial Dependent Count: 1
Prograrm Murmber: G-6-00367
Prograrn Sponsor: Mational Nonspecialty School
Position: 419 - ARTS, OTHER
Category: TRAINEE (SPECIALTY)
Subject/Fizld Description: Art Teacher Education
Subject/Field Rermarks: Test.
Initial Program Begin Date: 12/19/2005
IAP-66 Murnber:
Prograrn Begin Date: 12/10/2005
Program End Date: 11/30/2006
Reinztaternent Program Begin Date:
Previous Program End Date:
Visa Type: 3-1
Passport Hurnber:
Visa Foil Mumber:
Viza Issue Date:
Wisa Issue Post:
Port of Entry:
Date of Entry:
I-94/Adrission Murmber:
Port of Departure:
Date of Departure:

1. * Change Status To: I IMITLAL 'I
2. * Program Begin Date: | (MMDDT)
3. * Program End Date: I MM DD )

4. Current U.5. Address:

* Address 1: [123 Main St

Address 2: I

* Lity: ILos Angeles

*state: | CALIFORNIA =l

* Zip Code: |20001 - I

5. * Remardes:

=
=

Submit | Reset Values | Cancel |

08/30/2006 (Wednesday)

3. Below is a list with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field Description/Explanation
* 1. Change Status To Select an option from the drop-down list.
* 2. Program Begin Date Enter the date in MM/DD/YYY'Y format.
Note: This field is not Note: When requesting to change the EV’s status from:
available when requesting e Active to Initial—The begin date must be the

to change an EV’s SEVIS

status from Terminated to . - '
Active. e Invalid to Initial—The begin date must be the

current date or a future date.

current date or a future date.
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Field

Description/Explanation

e Invalid to Active—The begin date must be the
current date or a date in the past; it cannot be a
future date.

e No Show to Active—The begin date must be the
current date or a date in the past; it cannot be a
future date.

*

3. Program End Date

Enter the date in MM/DD/YYY'Y format.
The end date, in combination with the program begin
date must:

e Be equal to or greater than the minimum duration
of participation
and

e (Cannot exceed the maximum duration of
participation for the selected category, as

identified in the Exchange Visitor Program
regulations.

*

4. Current U.S. Address

If necessary, update the address where the EV resides in
the United States (22 CFR 62.70(b)). Address 1, City,
State, and Zip Code are required fields. Completion of
the Address 2 field is optional

Note: When entering data for Secondary Students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residence in the Address 2 field. For an Au Pair, enter
the host family’s address.

*

5. Remarks

Enter an explanation for this correction request; this is a
required field. A maximum of 500 characters can be
entered into the Remarks text box.

Note: DoS will not begin to process this request until
the fee and supporting documentation have been
received. If DoS has not noted in SEVIS receipt of the
fee and supporting documentation within 30 calendar
days of submission of the request, the Reinstatement -
Update SEVIS status request will automatically be
canceled in SEVIS.

4.

Select one of the following buttons:

Submit

A message displays stating that the request is not complete. Read
the message carefully; it provides additional information about the
Reinstatement - Update SEVIS status request, including mailing
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instructions.

The request must be submitted via SEVIS and then followed up
with, at a minimum, the following:

e A letter of explanation describing the need for the correction
e Copy of the Form DS-2019

e Copy of the Form 1-94

e Required fee, as prescribed in 22 CFR 62.90(b)(3)

Remit the non-refundable fee, drawn on a bank or other institution
located in the United States, and made payable to the U.S.
Department of State (22 CFR 62.90) and the supporting
documentation for this request to be processed. Submit the materials
to Dos. See Section 1.1 or Attachment A for the appropriate
address.

Note: Ifrequesting to change the EV’s status from Active to Initial,
the SEVIS record will be locked while the request is being
processed by DoS. Some of the options on the Actions and Edits
menus will not be available until the request has been processed by
DoS or canceled. Also, if DoS has not noted in SEVIS receipt of the
fee and supporting documentation within 30 calendar days of
submission of the request, the status of the EV and dependents, if
any, will change to Invalid.

Reset Values

Click this button to return the unsaved data to the previous values.

Cancel

Click this button to return to the Exchange Visitor Information
screen without requesting a change to the EV’s status.

Once DoS reviews the Reinstatement - Update SEVIS Status request, the following outcomes are

possible:

e Request Approved—The submitter of the request will receive email notification of the
approval, and must print an updated copy of the Form DS-2019, sign it in blue ink, and
provide it to the EV and dependents, if any. Use the Reprint DS-2019 link on the
Actions menu to print the Form. (See Section 2.5.8, Reprint a Form DS-2019, for
printing instructions.)

Note: This correction to the EV’s SEVIS status will automatically update the
dependent’s SEVIS status when, at the time the request was submitted, the:

— EV and dependent had the same status

— Status of the EV and dependent changed to Active, Invalid, No Show, or Terminated

at the same time
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Note: When the SEVIS status of an EV changes from Invalid to Initial or Invalid to
Active, the allotment of Forms DS-2019 will be decreased by one.

¢ Additional Information Required—The submitter of the request will receive email
notification of the request for additional information. The email will identify the areas
that require additional information and/or documentation in order for the review to
continue.

Note: The response must be submitted within 30 calendar days of the email notification.
If DoS has not noted receipt of the response in SEVIS within 30 calendar days of the
notification, the reinstatement request will automatically be canceled in SEVIS.

Note: When requesting to change the EV’s status from Active to Initial, if DoS has not
noted in SEVIS receipt of the additional information within 30 calendar days of the
request for information notification, the status of the EV and dependents, if any, will
change to Invalid.

Submit the supporting documentation, including the EV’s full name and SEVIS ID, to
DoS. See Section 1.1 or Attachment A for the appropriate address.

e Request Denied—If denied, the submitter of the request will receive email notification
of the denial decision.

Note: If the request to change the EV’s status from Active to Initial is denied by DoS,
the status of the EV and dependents, if any, will change to Invalid.

2.10.3.2 Reinstatement — Update SEVIS Status Request for Dependent
A request may be submitted to DoS to change the SEVIS status of a dependent whose status

changed to Invalid, No Show, or Terminated separately from the EV’s status. For example, the
EV’s SEVIS status is Active and the dependent’s status is No Show.

The Reinstatement - Update SEVIS Status option is only available on the Dependent Information
screen if it is more than 30 days and less than 271 days since the SEVIS status of the dependent
changed to Invalid, No Show, or Terminated.

Note: There is no fee required for processing a Reinstatement - Update SEVIS Status request
for a dependent. However, supporting documentation must be sent to DoS.

To submit a Reinstatement - Update SEVIS Status request for a dependent, perform the
following:

1. Access the Dependent Information screen for the dependent whose status will be changed
(perform a search for the record or use the EV Lists link).

2. Click the Reinstatement - Update SEVIS Status link on the Actions menu to display the
Reinstatement - Update SEVIS Status for Dependent screen.

3. Enter an explanation in the Remarks text box; this is a required field. A maximum of 500
characters can be entered into the Remarks text box.
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4. Click one of the following buttons:

Submit

A message displays stating that the request is not complete. Read
the message carefully; it provides additional information about the
reinstatement request, including mailing instructions

Note: DoS will not begin to process this request until the fee and
supporting documentation have been received. The request must be
submitted via SEVIS and then followed up with, at a minimum, the
following:

e A letter of explanation describing the need for the correction
e Copy of the EV’s and the dependent’s Form DS-2019
e Copy of the dependent’s Form 1-94

Remit the supporting documentation, along with the dependent’s full
name and SEVIS ID, for this request to be processed. Submit the
materials to DoS. See Section 1.1 or Attachment A for the
appropriate address.

Note: DoS will not begin to process this request until the supporting
documentation, including the full name and SEVIS ID of the
dependent, has been received. If DoS has not noted in SEVIS
receipt of the supporting documentation within 30 calendar days of
submission of this request, the request will automatically be
canceled in SEVIS.

Reset Values

Click this button to clear the data entered in the Remarks text box.

Cancel

Click this button to return to the Dependent Information screen
without requesting a change to the dependent’s status.

Once DoS reviews the Reinstatement - Update SEVIS Status request, the following outcomes are

possible:

e Request Approved—The submitter of the request will receive email notification of the
approval and the dependent’s status will change to the same status as the EV.

¢ Additional Information Required—The submitter of the request will receive email
notification of the request for additional information. The email will identify the areas
that require additional information and/or documentation in order for the review to

continue.

Note: The response must be submitted within 30 calendar days of the email notification.
If DoS has not noted in SEVIS receipt of the response within 30 calendar days of the
notification, the Reinstatement - Update SEVIS Status request will automatically be

canceled in SEVIS.
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Submit the supporting documentation, including the dependent’s full name and SEVIS
ID, to DoS. See Section 1.1 or Attachment A for the appropriate address.

¢ Request Denied—If denied, the submitter of the request will receive email notification
of the denial decision.

2.10.4 Cancel Reinstatement — Update SEVIS Status Request

The option for canceling a Reinstatement - Update SEVIS Status request is only available when
a Reinstatement — Update SEVIS Status request has been submitted to DoS for approval.

To cancel a Reinstatement — Update SEVIS Status request, perform the following:
1. Access the Exchange Visitor Information or Dependent Information screen for the EV or

dependent whose request is being canceled (perform a search for the record or use the EV
Lists link).

2. Click the Cancel Reinstatement — Update SEVIS Status link on the Actions menu. Either
the Cancel Reinstatement — Update SEVIS Status Request or the Cancel Reinstatement —
Update SEVIS Status Request for Dependent screen displays.

Enter an explanation in the Remarks text box; this is a required field.
4. Select one of the following buttons:

e Cancel Request—Click this button to cancel the Reinstatement — Update SEVIS Status
request. The EV and/or dependent's status will not change.

e Reset Values—Click this button to clear the data entered in the Remarks text box.

Note: This button is only available on the Cancel Reinstatement — Update SEVIS Status
Request screen. It is not available on the Reinstatement — Update SEVIS Status Request
for Dependent screen.

e Cancel—Click this button to return to the Exchange Visitor Information or Dependent
Information screen without canceling the request.

2.1 Alerts

Alerts are notices to users identifying tasks that need to be completed in SEVIS. In most cases,
these alerts are indicators that, according to the information currently in the system, a deadline is
approaching for some type of process. For example, the EV’s status will change (in many cases,
from Active to Terminated or Completed) if some type of action or update is not taken by the
RO or an ARO within a certain number of days. If no action is taken by the RO or ARO, the
system will automatically take action.

Note: When an alert exists, the *Alerts link will display on the Listing of Programs screen.
SEVIS does not send email notification for alerts. You must access SEVIS to view and process
alerts, if necessary.
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Exhibit 42, Listing of Programs Screen—Alerts Link, shows the location of the *Alerts link on
the screen. If there are no alerts for a program, the *Alerts link will not display on the Listing of
Programs screen.

Exhibit 42: Listing of Programs Screen—Alerts Link

y LS. Immxgnllo 3 < [ _—
.| and Customs A - | Student & Exchange Visitor
Y ' Enforcement ¥ o | Information System
- -
Main | Help | Tutorial | Logout ARO
Get Adobe Reader
Listing of Programs
* Indicates an alert for that program
Name of Program Location {CityfState) Status Role Commands
Arnetican Au Pair Agency Anytown, YA PROGRAM ACTIVE ARC  Search Mew Exchange Visitor W Lists Reports
Mational Nonspecialty School WASHINGTONM, DC PROGRAM ACTIVE ARQ  Search Mew Exchange Visitor * Alerts BV Listks Reports
Whispering Pines Institute FATRFAX, WA PROGRAM ACTIVE ARG Search Mew Exchange Visitor #* Alerts PV Lists Reports
% . /
Alerts Link
e et

Exhibit 43, Alerts for Whispering Pines Institute Screen, is an example of an alerts screen. In
Exhibit 43, the first alert is a reminder that the program has 3 months before its designation
expires. The remaining alerts are for EVs. To view the EVs on the list, click the *Alerts link.
See Section 2.11.1, Viewing Alerts, for further details.

Exhibit 43: Alerts for Whispering Pines Institute Screen

F | Student & Exchange Visitor
Information System

Get Adobe Reader

&y US. Immigrati
.| and Customs
“nforcement 4

Main | Help | Tutorial | Logout

Whispering Pines Institute
Program Mumber: P-1-00468

Alerts for Whispering Pines Institute

Redesignation
The following alerts deserve your attention: Reminder

‘ 3 months before end of program's designation length E
ate in 60 Days or Less

¥You have 5 Exchange Yisitor{s) 15 Days Beyond Program Start Date

¥You have 1 Exchange Yisitor{s) 25 Days Beyond Effective Date of Transfer

12/14/2005 (Wednesday)
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2.11.1 Viewing Alerts

To view alerts available for a specific program, perform the following:

1. On the Listing of Programs screen, click the *Alerts link for a specific program. The list of
alerts for that program displays. Each row in the list represents a SEVIS situation that
requires the attention of the RO or ARO. For example, 25 Days Beyond Effective Date of
Transfer indicates that there are EV records in Transfer status and the current date is 25 days
or more past the their effective date of transfer. These records must be validated if the EV
has arrived and is participating in his or her program. Otherwise, the system will
automatically set the status of the EV and dependents, if any, to No Show 30 days after the
effective date of transfer listed in SEVIS.

2. Click an alert to see the specific list of records that require processing.

Click the EV’s or dependent’s SEVIS ID or name link to access his or her record.

4. Process the record. For example, for the 25 Days Beyond Effective Date of Transfer alert,
click the EV’s name and select the Edit DS-2019 link on the Exchange Visitor Information
screen. Review and complete the Exchange Visitor Information screens, and then validate
the EV’s participation in your program.

2.11.2 List of Alerts

Below is an alphabetical listing of the Exchange Visitor Alerts, including the alert title,
description, and an explanation of the action required.

details on the
redesignation process.)

Alert Description Action Required
3 Months Before End | This reminder displays 3 | Complete the redesignation process in
of Program’s months before the end of | SEVIS, and submit a signed and
Designation Length a program’s designation. | notarized copy of the request
(See Volume I for (Form DS-3036) to DoS.

6 Months Before End
of Program’s
Designation Length
(See Volume I for
details on the
redesignation process.)

This reminder displays 6
months before the end of
a program’s designation.

Complete the redesignation process in
SEVIS, and submit a signed and
notarized copy of the request

(Form DS-3036) to DoS.

80% of Program’s
Allotment for
DS-2019s Used

(See Volume I for
details on requesting an
allotment of Forms.)

This reminder displays
when a program has used
80% or more of its total
allotment of

Forms DS-2019. The
alert shows the number
of Forms remaining.

Complete the allotment request in
SEVIS.

143

October 31, 2006




User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

Alert Description Action Required
Annual Report This reminder displays Generate and print the report using
Reminder (30 days 30 days prior to the SEVIS. Submit the report to DoS each

prior to due date)
(See Volume I for
instructions on
submitting the Annual
Report.)

annual report due date.

year by the date stipulated on the
program’s designation or redesignation
letter.

Child Dependent(s)
Nearing Their 21st
Birthday in 90 Days

This reminder displays
90 days prior to a
dependent child’s 21st
birthday.

An RO or ARO may notify the EV to
take appropriate action, such as request
change of status for the dependent, or
have the dependent prepare to leave the
United States.

Exchange Visitor(s) 15
Days Beyond Effective
Date of Transfer

This reminder displays
for the receiving sponsor
when the EV’s status is
Transferred and the
current date is greater
than or equal to 15 days
after the effective date of
transfer identified in
SEVIS.

Validate the transfer EV’s program
participation; otherwise, the system
will automatically set the status of the
EV and dependents, if any, to No Show
after 30 days of the effective date of
transfer identified in SEVIS.

See the Transferred Status Exchange
Visitors and Dependents list or the
Exchange Visitor Information screen to
view the effective date of transfer.

Exchange Visitor(s) 15
Days Beyond Program
Start Date

This reminder displays
only when an EV record
has a status of Initial, and
itis 15 days or more after
the EV’s program begin
date identified in SEVIS.

An RO or ARO may set the EV’s status
to Active (if the EV reports, validate
his or her program participation), No
Show, or Invalid. In addition, the RO
or ARO may amend the program start
date and/or end date if it is known that
the EV will be arriving at a later date.

Exchange Visitor(s) 15
Days Beyond Program
Start Date With
Approved Change of
Status

This reminder displays
only when an EV record
has a status of Initial, and
itis 15 days after the
change of status request
was approved.

An RO or ARO may set the EV’s status
to Active (if the EV reports, validate
his or her program participation), No
Show, or Invalid. In addition, the RO
or ARO may amend the program start
date and/or end date if it is known that
the EV will be arriving at a later date.

144

October 31, 2006




User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

Alert Description Action Required
Exchange Visitor(s) 25 | This reminder displays Validate the transfer EV’s program
Days Beyond Effective | for the receiving sponsor | participation; otherwise, the system

Date of Transfer

when the EV’s status is
Transferred and the
current date is 25 days or
more after the effective
date of transfer identified
in SEVIS.

will automatically set the status of the
EV and dependents, if any, to No Show
30 days after the effective date of
transfer identified in SEVIS.

See the Transferred Status Exchange
Visitors and Dependents list Exchange
Visitor Information to view the
effective date of transfer.

Exchange Visitor(s)
Nearing the Program
End Date in 60 Days

This reminder displays
60 days prior to the
program end date listed
in SEVIS.

An RO or ARO may complete an
extension within the maximum duration
of participation or should submit a
request to DoS for an extension beyond
the maximum duration of participation.
If no action is taken, the EV’s status
will change from Active to Inactive the
day after the program end date
identified in SEVIS.

Professor(s)/Research
Scholar(s) in a G-7
Program Within 90
Days of Program End
Date

This reminder displays
for Professor and
Research Scholar EVs in
programs with a program
serial of G-7. Their
status in SEVIS is
Active, their program is 5
years or more in length,

An RO or ARO may submit a request
to DoS for an extension beyond the
maximum duration of participation. If
no action is taken by an RO or ARO,
the EV’s status will change from
Active to Inactive the day after the
program end date identified in SEVIS.

and it will end in 90 days

or less.
Professor(s)/Research | This reminder displays An RO or ARO may submit a request
Scholar(s) in a G-7 for Professor and to DoS for an extension beyond the
Program Within 180 Research Scholar EVs in | maximum duration of participation. If

Days of Program End
Date

programs with a program
serial of G-7. Their
status in SEVIS is
Active, their program is 5
years or more in length,
and it will end in 180
days or less.

no action is taken by an RO or ARO,
the EV’s status will change from
Active to Inactive the day after the
program end date identified in SEVIS.
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Alert

Description

Action Required

Saved Record(s) not
Submitted for 15 Days

This reminder displays
when EV records are in
Draft status and the
current date is 15 days or
more past the date of the
last update in SEVIS.

Complete and submit the records in
SEVIS. Otherwise, the system will
automatically delete any records in
Draft status if action has not been taken
on the records within 45 days.

212 Reports

SEVIS provides the capability to generate and print a variety of reports that reflect current
SEVIS information for the data elements that are included in the report. Please note that the
types of reports currently available are subject to change as a result of enhancements to the

reporting capabilities of the system.

Below is an alphabetical list with descriptions of the reports that are available at this time.

Title of Report

Description

400 Report - Profile of Sponsor Activity

Provides detailed information about the program
sponsor over a specific time period, between 1 and
5 years, based on the start and end dates selected.

Annual Report - J1 Exchange Visitor
Program U.S. Department of State

Provides the annual report for the program. This
report must be generated and mailed to DoS each
year by the date stipulated on the program
sponsor’s designation or redesignation letter. See
Volume I for detailed instructions for generating
and submitting the annual report.

Note: SEVIS displays an alert to the program
sponsor 30 days prior to the annual report due date
reminding the sponsor to complete and submit the
report to DoS.

Category Levels - Counts for Category
by Purpose Code and Country

Provides detailed information about EV category
levels by purpose code and country.

Country Levels Report - Country
Levels by Program Sponsor

Provides detailed information about the program’s
EVs based on the visa type selected.

DoS No Show Report

Provides information about nonimmigrants in No
Show status for the program based on the visa type,
start date, and end date selected.

EV Enter POE Before/After Program
Start Date Report

Provides information for the selected program
about EVs who entered the POE either before or
after their program’s start date.

Secondary Student Placement Report

Provides information about secondary student
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Title of Report Description

placements for the program based on the start date
and end date selected.

The following sections contain the instructions for generating and printing reports using either
the Internet Explorer or Netscape browsers.

2.12.1 Generate a Report

Reports are snapshots of parts of the SEVIS database. They reflect current SEVIS information
for the data elements included in the report. To generate a report, perform the following:

1. On the Listing of Programs screen, click the Reports link for a specific program. The
system displays the RO/ARO Reports screen, as shown in Exhibit 44, Reports Screen.

Exhibit 44: Reports Screen

—
:F F‘i Student & Exchange Visitor SEVIS
Q N
L -

Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Get Adobe Reader

RO/ARO Reports

Format: ® HTML T Text

Click on Help (above) and search on Printing Reports to find the proper page settings for printing SEVIS reports,

Submit

SEYIS Reports

* 400 Report - Profile of spansar activity

ol Category Levels - Counts for category by purpose code and country

o Country Levels Report - Country levels by program sponsar

" Annual Repott - 11 Exchange Visitor Program U, S, Departrent of State
" secondary Student Placemeant Report

" DoS Mo Show Report

B\ Enter POE Before/After Program Start Date Report

12/20/2005 (Tuesday)

2. To select a report title, click the radio button adjacent to the report title.

3. Select an output format: HTML (Hypertext Markup Language, a web-page format) or Text

(a format that can be easily pasted into a word processor for additional formatting and
editing).

4. Click the Submit button. If there are no search criteria for the selected report, the report will
be generated and will display in a new browser window.
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5. If search criteria must be chosen for the selected report, the Report Search Criteria Entry
screen will display in the browser window. Select the search criteria, and click the Submit
button to generate the report.

2.12.2 Print a Report

The procedure for printing reports depends on the browser used (Internet Explorer or Netscape).
The procedures for printing reports using each browser are described in the next two sections.

2.12.2.1 Printing a Report Using the Internet Explorer Browser
To print a report using Internet Explorer, perform the following:
1. For best results when printing, make the following changes to the print settings:

a) Click the File menu on the Internet Explorer toolbar.

b) Select Page Setup. The Page Setup window displays, as shown in Exhibit 45, Internet
Explorer Page Setup Window.

Exhibit 45: Internet Explorer Page Setup Window

Page Setup HE

— Paper
Size:
fLetter 8172517 in =

Source:

I.-’-'«utu Select j

—Headerz and Footers

Header

Footer

— Orientation tdarging [inches)

' Partrait Left: II:I.S" Right: IEI.S"
' Landscape Top: Battor:  |0.25"

IEI. 25"
Ok I Cancel | Printer.... |

c) Ifnecessary, delete all data that display in the Header field.
d) If necessary, delete all data that display in the Footer field.
e) Click the Landscape button in the Orientation section.

f) Set the left and right margins to 0.5" and the top and bottom margins to 0.25".

148
October 31, 2006



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVIS Version 5.4: Volume Il Form DS-2019

g) Click OK.
Select Print from the File menu to display the Print window.

Ensure the name of the printer listed in the Name field is the printer from which the report
should print. If it does not show the correct printer, click the down arrow to the right of the
field and select the correct printer.

Click OK and the report will print on the designated printer.

Click the Close (X]) button in the upper-right corner of the browser window to close the
window and return to SEVIS.

2.12.2.2 Printing a Report Using the Netscape Browser
To print a report using Netscape, perform the following:

1.

For best results when printing, make the following changes to the browser print settings for
Netscape:

a) Click the File menu on the Netscape toolbar.
b) Select Page Setup. The Page Setup window displays, as shown in Exhibit 46, Netscape
Page Setup Window.
Exhibit 46: Netscape Page Setup Window

—Page Options———— [~ Sample [B.50 » 11.00]—

¥ Elack text

[ Black lines ———

[T Last page first

[™ Print backgrounds

—Marginz [Inches)

Top: ID.25" Left: Q.e0

Battam: 025" Right: 0.a0"

—Header

[ Document title [~ Document lacation (URL)

— Footer

[ Pagenumber [ Pagetotal [ Date printed

ak. I Cancel |

c) Ifnecessary, click to remove the check mark in the Beveled lines check box.

d) Click to place a check mark in the Black text check box.
e) Set the top and bottom margins to 0.25" and the left and right margins to 0.5".
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f) If necessary, click to remove the check mark next to all options in the Header section.
g) Ifnecessary, click to remove the check mark next to all options in the Footer section.

h) Click OK.

5

Select Print from the File menu or click the Print (
display the Print window.

) button on the browser toolbar to

Ensure the name of the printer listed in the Name field is the printer from which the report
should print. If it does not show the correct printer, click the down arrow to the right of the
field and select the correct printer.

Click the Properties button and select the Paper tab.

In the Orientation section, click the Landscape radio button.

Click OK to accept the Landscape setting.

Click OK on the Print window and the report will print on the designated printer.

Click the Close (Xl) button in the upper-right corner of the browser window to close the
window and return to SEVIS.

Note: Netscape has modified its printing procedures for Version 7.0. Appendix F, Printing
Instructions for Netscape Version 7.0, provides the updated instructions.

2.12.3 Copy and Paste a Report

Reports may be generated using the “Text” format option. Perform the following steps to copy
and paste the report into another application:

1.

First, generate (in HTML) and print the report to see the layout of the report and the column
labels. See Sections 2.12.1 and 2.12.2 for instructions on generating and printing reports in
SEVIS. Exhibit 47, Country Levels by Program Sponsor Report—HTML Format, is an
example of a report generated using the HTML format.
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Exhibit 47: SEVIS Country Levels by Program Sponsor Report—HTML Format

SEVIS Country Levels - by Program Sponsor

Report Date & Time: Thu Dec 15 09:34:13 EST 2005
Program Sponsor Mame: National Nonspecialty Sch
¥isa Type: J1

Country of Citizenship Program NumberProgram Name Purpose Code Description 2001 2002 2003 2004 Z005 Total E¥s

ARUBA G-6-00367 Mational Monspecialty Sch Armend a previous

G-5-00367 Matiomal Monspecialty Sch Begin new program

1 u] L] o i} 1
2 a o o] i} 2
G-6-00367 Mational Monspecialty Sch Replace a DS-2019 3 a 1] o a 3
[} 0 0 0 o 6

Total Number of Exchange Yisitors:

Page 1 of 2

Generate the report in Text format; it displays in another browser window.
Click and drag the mouse to highlight the entire report.
Select Copy from the Edit menu.

I

Open a word processing application (for example, Microsoft Word) and select Paste from
the Edit menu to paste the report into a new document. Exhibit 48, SEVIS Country Levels
by Program Sponsor Report—Text Format, is an example of the report shown in Exhibit 47.

Note: The caret (") characters are used to separate the columns of data.

Exhibit 48: SEVIS Country Levels by Program Sponsor Report—Text Format

ARUBA ~ -6-00367 ~ Mational Monspecialty Sch ™ Amend a previous ~ 10020051~
ARLUBA ~ -6-00367 ~ Mational Monspecialty Sch ™ Begin new program ~ 2~ 0~0~0~0" 2%
ARLUBA ~ -6-00367 ~ Mational Monspecialty =ch ™ Replace a D208+~ 3~0~0~0~0"3 "~
BURMA * G-B-00367 ™ Mational Monspecialty Sch * Replace a Ds-20191~0~0~0"0" 12
BURMA * G-B-00367 ™ Mational Monspecialty Sch * Replace a Ds-20191~0~0~0"0" 12
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6. Use the printed copy of the report generated in HTML format to create the new report using

another application.

7. Be sure to save the report using the other application.

2124 Paste a Report into an Excel Spreadsheet
To paste a report into an Excel spreadsheet, perform the following:
1. Complete Steps 1 through 5 in Section 2.12.3, Copy and Paste a Report.

2. Open the Excel application.

3. Select Paste from the Edit menu to paste the report into Excel. The whole report is

contained in cell Al.

4. To convert the text to columns, select Text to Columns from the Data menu. The Convert
Text to Columns Wizard window displays, as shown in Exhibit 49, Convert Text to Columns

Wizard.

Exhibit 49: Convert Text to Columns Wizard

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Fixed Width,

If this is correct, choose hext, or choose the data tvpe that best describes your data,

i 3

riginal data kvpe

Choose the File type that best describes wour data:
% Delimited - Characters such as commas or kabs separate each field.
™ Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

WEITEA ~ G-6-00357
BETEL = G-£-00357
RETEL = G-£-00357
EURMAE ~ G-&-00357
EURMA ~ G-£-00357

National Monspecialty Sch
National Monspecialty Sch ©
National Monspecialty Sch ~ Replace a DE-Z0
National Monspecialty Sch *
National Monspecialty Sch *

Amend a prewiou
EBegin new progr

Beplace a DES-2Z0
Beplace a DS-Z0

a |m|ﬁlw|N|H

Cancel I

< Back I Mext = I

i

Einish

5. Click the Delimited radio button, and then click the Next button. Exhibit 50, Page 2 of the
Convert Text to Columns Wizard, is an example of the window that displays.
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3.

3.1

Exhibit 50: Page 2 of the Convert Text to Columns Wizard

Convert Text to Columns Wizard - Step 2 of 3 ki k3

This screen lets you set the delimiters wour data contains, You can see
hows wour text is affected in the preview below,

[ 1ab [~ Semicolon [~ Comma

[~ Space W other: I’\ Texk qualifier: I ]"

elimiters . -
r [~ Treat consecutive delimiters as one

rDaka preview

L RITE A G-&-00387 National MNonspecialty Sch Amend a prewious ;I
LRITEA G-&-003287 National MNonspecialty Sch Begin new program
BLRITEA G-5-00387 National Honspecialty Sch Replace a DE-Z01%2
ETTRILA G-5-00357 National Honspecialty Sch Replace a DE-Z012
FTUTRIMA G-&-003&87 MNational MNonspecialty Sch Replace a DE-EF013 LI

4] | .
Cancel | < Back | hexk = I Finish |

Click the Other check box and enter the caret (") character in the box to the right of Other
(see Exhibit 50). If there are other delimiters checked (for example, Tab), click in the box to
remove the check mark. Only the Other check box should be checked.

Click the Next button to display page 3 of the Convert Text to Columns Wizard.

Click the Finish button. The wizard closes and the report is formatted into columns.

OPERATING INSTRUCTIONS

Initiate Operation

Access SEVIS via the Internet using Internet Explorer Version 5.0 or higher or Netscape Version
4.7 or higher. A SEVIS user ID and password are required to access the system.

To log into SEVIS, perform the following:

1.

2
3.
4

Access the Internet and go to the SEVIS Login screen at https://egov.ice.gov/sevis/.

Enter your user ID in the User Name field.
Enter your password in the Password field.

Press Enter or click the Login button.

Note: SEVIS may respond faster or slower depending on the number of users accessing SEVIS.
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3.2 Maintain Operation
After 20 minutes of inactivity, the session will time out and you must log in again to use SEVIS.

3.3 Terminate and Restart Operations

The Logout link on the navigation bar is used to log off SEVIS at any time. To close the
browser window, click the Close (XI) button in the upper-right corner of the browser window.

Note: If SEVIS locks up, click the Close (Xl) button in the upper-right corner of the browser
window and initiate operation again. You must wait 20 minutes before accessing SEVIS again.

Should there be an unscheduled termination of your SEVIS session due to external causes such
as a timeout, power failure, or a computer malfunction, you must repeat the login procedures
described in Section 2.2.3.

SEVIS user IDs and passwords are suspended after three unsuccessful login attempts. Call the
SEVIS Help Desk at (800) 892-4829 to have access to SEVIS reinstated.

4, ERROR HANDLING

SEVIS includes automatic validation of the data entered into many fields. For example, if the
date is entered in an incorrect format, the system will prompt you to correct the error by
providing the proper format. These messages are self-explanatory and are not addressed in this
manual.

The system also includes a SEVIS Connection Error. The message reads, “Your connection to
SEVIS was unsuccessful. Please try your request again. If the error persists and you need
assistance, please contact the SEVIS Help Desk at (800) 892-4829.”

You will be redirected to the SEVIS Login screen. When returned to the SEVIS Login screen, log

into the system and continue working. If the message displays again, contact the SEVIS Help
Desk.

5. HELP FACILITIES

To report SEVIS-related issues or problems, contact the SEVIS Help Desk at (800) 892-4829
during the hours of 8 a.m. to 8 p.m. Eastern Time, Monday through Friday. Calls received
outside these hours will be recorded for response on the next business day.
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AG
ARO
CFR
CIP
COB
CcOoC
DHS
DoS
DSO
EV
HTML
ICE
1D
LPR
MB
NCES
PDSO
PL
POE
PS

RO
SEVIS
SEVP
U.S.

Academic and Government Division
Alternate Responsible Officer

Code of Federal Regulations
Classification of Instructional Programs
Country of Birth

Country of Citizenship

U.S. Department of Homeland Security
U.S. Department of State

Designated School Official

Exchange Visitor

Hypertext Markup Language

U.S. Immigration and Customs Enforcement
Identification

Legal Permanent Resident

megabyte

National Center for Educational Statistics
Principal Designated School Official
Public Law

Port of Entry

Private Sector Programs Division
random access memory

Responsible Officer

Student and Exchange Visitor Information System
Student and Exchange Visitor Program
United States
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SEVIS enables you to print Forms, such as the Form DS-2019, to a designated printer through
Adobe Acrobat. Perform the following steps to download the latest version of Adobe Acrobat

Reader:

1. Click the Get Adobe Reader link on the SEVIS navigation bar. Adobe’s home page will
display in a separate browser window.

aet Adobe
2. Click the Get Adobe Reader (| hm"\i ) button on the Adobe home page.

3. On the Adobe Reader screen, click the Download () button. The Adobe
Reader software download will start automatically. However, if a dialog box displays with
the option to run or save, click the Run button.

Note: Depending on the security settings on your computer, you may see a Security Warning
dialog box. Click Yes to accept the ActiveX Control.
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In order to view the tutorial, you must have Adobe Flash Player installed on your computer.
Perform the following steps to download the latest version of Adobe Flash Player:

1. Access the Adobe home page (www.adobe.com).

Get Adobe

2. Click the Get Adobe Flash Player (| Flash' Player ) button.

3. Onthe Adobe Flash Player Download Center screen, click the Yahoo! Toolbar check box to
remove the check mark.

4. Click the Install Now ( el ) button. The Adobe Flash Player software

download will start automatically. However, if a dialog box displays with the option to
install or not install, click the Install button.

Note: Depending on the security settings on your computer, you may see a Security Warning
dialog box. Click Yes to accept the ActiveX Control.
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Status Values for Exchange Visitors and Dependents

Exhibit D-1, Status Values for Exchange Visitors and Dependents, explains each status that EVs
and their dependents may have in SEVIS.

Exhibit D-1: Status Values for Exchange Visitors and Dependents

SEVIS Status

Description/Explanation

Saved/Draft

EV and/or dependent records that have been saved, but not submitted
to the SEVIS database. These records are considered Draft records.
An RO or ARO may review, edit, and submit a saved/draft record to
SEVIS.

Initial

EV and/or dependent records that have been created and submitted to
SEVIS (saved to the SEVIS database), but the EV’s program has not
been validated by the program sponsor.

Validation is the process of updating the record of an EV who is in
Initial status in SEVIS to show that the EV:
e Has actually arrived at the site of activity in the United States
identified by the program sponsor
e Is participating in his or her exchange program
Note: Failure to validate an EV’s participation within 30 days of the
program start date listed in SEVIS will result in cancelation of the

EV’s record in SEVIS, as stipulated in the Exchange Visitor Program
regulations (22 CFR 62).

Active

The sponsor has validated an EV’s participation in his or her program
(by entering the current U.S. address for the EV). The current U.S.
address is the location where the EV will live while participating in
his or her program. The current U.S. address is collected in SEVIS
but does not print on the Form DS-2019. When the Form DS-2019 is
printed from SEVIS, the address of the primary site of activity entered
in SEVIS for the EV will print in the U.S. Address field on the Form.

Following the validation of the EV in SEVIS, the EV is considered to
be in Active or valid program status.

Note: An RO or ARO may use the Correct Minor or Technical
Infraction process to change an EV from Inactive status to Active
status if today’s date is not greater than 120 days beyond the EV’s
program end date that is identified in SEVIS. When today’s date is
greater than 120 days and less than 270 days after the EV’s program
end date, the RO or ARO must submit a reinstatement request to DoS
for review and approval (22 CFR 62.45). Reinstatement cannot occur
when the current date is greater than 270 days after the EV’s program
end date identified in SEVIS.
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SEVIS Status

Description/Explanation

Terminated

In SEVIS, the program sponsor has terminated the EV’s participation;
termination implies a change from Active or valid program status
prior to program completion. Termination has an adverse, or
negative, affect on the EV’s record and on the record of each
dependent of the EV. Terminated EVs have no benefits and cannot
apply for an extension, reinstatement, or change of category.

Note: Dependent records are automatically terminated when the EV’s
participation is terminated. Also, an RO or ARO may terminate the
status of a dependent prior to the end of the EV’s program for reasons
such as the conviction of a crime or violation of the Exchange Visitor
Program regulations.

Transferred (SEVIS to
SEVIS)

The EV has transferred between two program sponsors authorized
access to SEVIS.

Note: If a program is expecting to receive a transfer EV from another
SEVIS program, this EV’s name will display on the A/l Exchange
Visitors and Dependents and Transferred Status Exchange Visitors and
Dependents EV lists with the status of Transferred once the effective
date of the transfer is reached. To view this list, click the EV Lists link
to the right of the appropriate program on the Listing of Programs
screen, the first screen that displays when logged into SEVIS. Then
select the appropriate link on the Exchange Visitors and Dependents
Menu screen.

Transferred to a
non-SEVIS Sponsor

The ability to transfer EVs to a non-SEVIS program is no longer
available. However, there may be EVs who will always have this
status; they transferred prior to the date mandated for enrollment of all
Exchange Visitor Programs in SEVIS.

Inactive

An EV and/or dependent can become Inactive (out of valid program
status) for the following reasons:

e The EV completes his or her program as scheduled—

Form DS-2019 expires. (The EV’s name will display on the
Inactive Status Exchange Visitors and Dependents list the day
after the program end date.)

e The RO or ARO ends the program of an EV (for example, the
EV completes his or her program early, or withdraws from the
program). The status of the EV’s dependents will also be set
to Inactive when the program sponsor takes action on the EV.

e The RO or ARO ends the status of the spouse or dependent
because the accompanying spouse got divorced from the EV,
or the spouse and/or dependent died.

e The dependent’s status is automatically ended in SEVIS on the
day the dependent turns 21 years of age.

Note: When dependents have the same SEVIS status as the EV, their
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status will automatically be set to Inactive when the EV’s SEVIS
status is set to Inactive.
Invalid An EV’s status is Invalid when:

e He or she does not use the Form DS-2019 issued by a program
sponsor to obtain a visa.

e He or she uses the Form DS-2019 to obtain a visa but does not
enter the United States through a port of entry within 30 days
of the program start date identified in SEVIS.

e An RO or ARO sets the EV’s record to Invalid status.

Note: Dependent records are automatically set to Invalid when the
EV’s SEVIS status is set to Invalid.
No Show The EV’s program participation has not been validated in SEVIS.

e Itis 30 days after the program start date listed on the
Form DS-2019 that was issued to an EV to begin a new
program and the EV has entered the United States through a
port of entry but has not reported to the program sponsor.
e In a transfer situation, the EV has not been validated in SEVIS
30 days after the effective date of transfer identified in SEVIS.
e When a dependent is in Initial status, an RO or ARO may set
the dependent’s status to No Show.
Note: Dependent records are automatically set to No Show when the
EV’s record is set to No Show.
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Category

Description/Explanation

Alien Physician

The Educational Commission for Foreign Medical Graduates
(ECFMQ) is the only sponsor authorized to use this category.

This category (22 CFR 62.27) is for foreign physicians
pursuing American medical board certification through
graduate education or training at accredited U.S. schools of
medicine, or other U.S. institutions, through a Clinical
Exchange Program.

All foreign physicians in this category must successfully
complete ECFMG-administered examinations that measure
their command of the medical sciences. All foreign
physicians are subject to the 2-year home-country physical
presence requirement as stipulated in Section 212 (e) of the
Immigration and Nationality Act and Public Law 94-484.

Note: The J visa does not provide for programs with
hands-on or direct-patient contact, such as veterinarian,
dental, or nursing training.

The maximum duration of participation for the Alien
Physician category shall not exceed 7 years.

Au Pair

The Au Pair Program (22 CFR 62.31) is designed to give
foreign nationals the opportunity to live with an American
host family and participate directly in the home life of that
family while providing limited child-care services. The au
pair participant is also required to enroll in an accredited U.S.
post-secondary educational institution for not less than 6
hours of academic credit or its equivalent.

The EduCare Program component of this category limits work
hours to 30 hours per week, and requires 12 hours of
academic credit or its equivalent.

The maximum duration of participation for this program shall
not exceed 1 year.

Camp Counselor

The Camp Counselor Program (22 CFR 62.30) facilitates the
entry of foreign nationals to serve as counselors in U.S.
summer camps.

Under no circumstances shall program sponsors facilitate the
entry into the United States of a participant for whom a camp
placement has not been pre-arranged.
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The maximum duration of participation for this program shall
not exceed 4 months. No extensions will be permitted.

Government Visitor

This category (22 CFR 62.29) is reserved for use by Federal,
State, or local Government agencies.

Participation in this category is for participants who are
recognized as influential or distinguished persons, and who
are selected by a Federal, State, or local Government agency
to participate in observation tours, discussions, consultations,
professional meetings, conferences, workshops, and travel.

The maximum duration of participation for this category shall
not exceed 18 months.

International Visitor

This category (22 CFR 62.28) is reserved for use by the U.S.
Department of State. International Visitors are potential or
recognized leaders in their own countries.

The maximum duration of participation for this category shall
not exceed 1 year.

Professor

This category (22 CFR 62.20) is for individuals who are
involved primarily in teaching, lecturing, observing, or
consulting at accredited post-secondary educational
institutions, museums, libraries, or similar institutions. A
professor may also conduct research, unless disallowed by the
program sponsor.

The maximum duration of participation for this category shall
not exceed 60 months.

Research Scholar

Research scholars (22 CFR 62.20) primarily conduct research,
observe, or consult in connection with a research project at
research institutions, corporate research facilities, museums,
libraries, accredited post-secondary educational institutions,
or similar types of institutions. The research scholar may also
teach and lecture (unless disallowed by the program sponsor)
provided that these activities are incidental and do not extend
the period of participation beyond the maximum duration.

The maximum duration of participation for this category shall
not exceed 60 months.

Short-Term Scholar

A short-term scholar (22 CFR 62.21) is a professor, research
scholar, or person with similar education or accomplishments
coming to the United States on a short-term visit to lecture,
observe, consult, train, or demonstrate special skills at
research institutions, museums, libraries, accredited
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post-secondary educational institutions, or similar
organizations.
The maximum duration of participation for this category shall
not exceed 6 months. No extensions will be permitted.
Specialist This category (22 CFR 62.26) is for experts who will exhibit

specialized knowledge or skills while in the United States.
Such exchanges are primarily non-academic and provide
opportunities to increase the exchange of knowledge and
ideas between American and foreign specialists.

The maximum duration of participation for this program shall
not exceed 1 year.

Student, College/University

College and University Students (22 CFR 62.23).
Participants in this category must be pursuing a full course of
study at accredited post-secondary educational institutions in
the United States. Academic training is permitted, if
approved by the program sponsor, but study must be the
primary purpose of the EV’s program in the United States.
Students are eligible for participation when they are not
substantially supported by personal funds and when they meet
the funding requirements outlined in 22 CFR 62.23(c)(4).

The maximum duration of participation for college and
university students is unlimited, as long as they are enrolled
full time in programs that lead to a degree. If enrolled in a
non-degree program, the duration of participation shall not
exceed 24 months, including academic training.

Student, Secondary (High
School)

Secondary School Students (22 CFR 62.25). This
subcategory affords students an opportunity to study in an
accredited U.S. secondary school while living with an
American host family. Participants in this category must meet
the following three requirements:

1. Secondary students who have not completed more than 11
years of primary and secondary schooling, excluding
kindergarten, in their home country

2. Atleast 15 but not more than 18-1/2 years of age on the
date the student will begin his or her program

3. Without previous participation as an EV for high school
studies in the United States

Factors such as English language proficiency, maturity,

character, and scholastic aptitude are critical.

The maximum duration of participation for secondary school

E-3
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students (high school students) is a minimum of 1 academic
semester and a maximum of 1 academic year.

Summer Work/Travel

The Summer Work/Travel Program (22 CFR 62.32) is
designed to provide foreign post-secondary students the
opportunity to work and travel in the United States for a
4-month period during summer vacations.

The maximum duration of participation for this program shall
not exceed 4 months. No extensions will be permitted.

Teacher

This category (22 CFR 62.24) is for individuals teaching

full-time in an accredited primary or secondary educational

institution. A participant in this category must satisfy all of

the following:

1. Meet the qualifications for teaching in primary or
secondary schools in his or her home country

2. Satisfy the standards of the U.S. state in which he or she
will teach

3. Have a minimum of 3 years of teaching or related
professional experience

Copies of the approval letters obtained from the State
Department of Education for each state in which foreign
teachers will be placed must be submitted to DoS with this
application.

The maximum duration of participation for this category shall
not exceed 3 years.

Trainee, Specialty
Trainee, Non-specialty

The primary objectives of the Trainee program

(22 CFR 62.22) are to enhance an EV’s skills in his or her
specialty or non-specialty occupation through participation in
a structured training program and to improve the participant’s
knowledge of American techniques, methodologies, or
expertise within the individual’s field of endeavor.

Although training often occurs in a workplace setting, the
training must be bona fide, and not merely employment.
Generic training plans for each requested training occupation
and duration of training being offered must be submitted with
the application. Designated program sponsors are required to
ensure that individual training plans are prepared for selected
trainees and forwarded to them prior to entry into the United
States. Sponsors must also ensure that continuous supervision
and periodic evaluation are provided.
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Training is limited to the occupational category or categories
for which the program sponsor has obtained the Department’s
designation.

The maximum duration of participation is 24 months for
flight-training programs. Note: Fixed wing (airplane)
flight-training programs should specify 24 months only if
they have the Air Transport Pilot (ATP) rating on their
Federal Aviation Administration (FAA) certificate. All other
flight-training programs (that is, rotorcraft/ helicopter) should
specify no more than 18 months.

The maximum duration of participation for a trainee is 18
months unless DoS limits a sponsor’s designation to a lesser
amount of time, for example a 12-month training program.
An extension of a program beyond the designated length
would be considered an extension beyond the maximum
duration of participation and require DoS approval.

E-5
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Netscape has modified its printing procedures for Version 7.0. For best results when printing,
make the following changes to the Netscape browser print settings:

1.

Click File on the Netscape menu bar.

2. Select Page Setup. The Page Setup window displays, as shown in Exhibit F-1, Netscape

S koW

Page Setup Window—Format & Options Tab.

Exhibit F-1: Netscape Page Setup Window—Format & Options Tab

Page Setup il

Formak & Options T Margins & Header/Fooker ]

— Farmat

Orientation: O Porkrait @ Landscape

Scale: [0 | % Shrink To Fit Page Width

— Options

[] Print Background {colors & images)

[ (0] 4 ] [ Cancel ]

On the Format & Options tab, click the Landscape radio button.
Ensure there is a check mark in the Shrink To Fit Page Width check box.
Ensure there is not a check mark in the Print Background (color & images) check box.

Click the Margins & Header/Footer tab. The Margins & Header/Footer tab comes into
focus, as depicted in Exhibit F-2, Netscape Page Setup Window—Margins & Header/Footer
Tab.
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Exhibit F-2: Netscape Page Setup Window—Margins & Header/Footer Tab

Page Setup il

Faormak 2 Options T Marains & Header/Foaker ]

— Margins (inches)

Top:
Left: " Right
| |

Bottom!

— Headers & Fookers

[ -blank-  |w| [ -blank-  |w]| | -blank- ||
Left: Center: Right:
[ blark-  w| | -blank-  [*]| [ blank-  |+]

[ (4 ] [ Cancel ]

7. Set the left and right margins to “0.5” and the top and bottom margins to “0.25.”

8. Within the Headers & Footers section, ensure that all drop-down lists are “--blank--.” If the
drop-down lists are not set to “--blank--,” click on the down arrow and select “--blank--.”

9. Click OK.

10. Click either the Print () button on the browser toolbar or select Print from the File menu.
The Print window displays, as depicted in Exhibit F-3, Print Window.
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Exhibit F-3: Print Window

W12th floor lazer_90.appss.

Tk ErEmes:
A = U e e =t =i

(e selected ITareE:

" F a2k Frarme «emarate
() Eachframe sepanatell

11. Ensure that the appropriate printer is selected in the Name list. If not, select the correct
printer from the list.

12. Click OK on the Print window, and the report prints to the designated printer.
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Resources

The following are additional resources to assist with the administration of your U.S. Department
of State designated-exchange visitor program.

EXCHANGE VISITOR PROGRAM (J-VISA)
Visit the U.S. Department of State’s website: http://exchanges.state.gov/education/jexchanges/

To obtain administrative guidance on the Exchange Visitor Program, the Exchange Visitor
Program regulations (22 CFR Part 62), or program or exchange visitor issues or concerns,
contact the Office of Exchange Coordination and Designation, Bureau of Educational and
Cultural Affairs, Department of State:

Academic and Government Division (AG)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/AG - SA-44, Room 820

301 4th Street, SW

Washington, DC 20547

Telephone: (202) 203-5029

Fax: (202) 453-8640

Responsible for the administration and oversight of the following categories:

e Government Visitor

e International Visitor

e Professor

e Research Scholar

e Short-Term Scholar

e Specialist

e Student (College/University)

Private Sector Programs Division (PS)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/PS - SA-44, Room 734

301 4th Street, SW

Washington, DC 20547

Telephone: (202) 203-5096

Fax: (202) 203-5087

Responsible for the administration and oversight of the following categories:
e Alien Physician

e Au Pair

e Camp Counselor
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e Student (Secondary/High School)
e Summer Work/Travel
e Teacher

e Trainee

Contact information is available on the Internet at:
http://exchanges.state.gov/education/jexchanges/contact.htm#contact.

STUDENT AND EXCHANGE VISITOR INFORMATION SYSTEM (SEVIS)

e SEVIS Security Concerns: For system security and data integrity issues, contact the
DHS Help Desk at (888) 347-7762, 24 hours a day, 7 days a week.

e SEVIS Technical Issues: For system functionality issues, contact the SEVIS Help Desk
at (800) 892-4829, 8 a.m. to 8 p.m. Eastern Time, Monday through Friday. The SEVIS
Help Desk is available to address SEVIS concerns or questions other than security.

e SEVP Web Site: http://www.ice.gov/sevis/index.htm/. It is recommended that you visit
this site often to stay informed regarding events affecting SEVIS.

e SEVIS 1I-901 Fee Web Site: http:// www.ice.gov/sevis/i901/index.htm

e Online Help is available by clicking the Help link on the navigation bar when logged
into the SEVIS application. The Online Help is updated every release.

e User Manuals are available on the Internet at:
http://exchanges.state.gov/education/jexchanges/about/sevis.htm

SOCIAL SECURITY ADMINISTRATION

e Main page: Social Security OnLine: http://www.ssa.gov/

e Employer Reporting & Instruction Information: Telephone Numbers for Wage
Reporting Assistance: http://www.ssa.gov/employer/wage_reporting_specialists.htm

e Employer Responsibilities When Hiring Foreign Workers:
http://www.socialsecurity.gov/employer/hiring.htm

U.S. DEPARTMENT OF STATE
e Main page: http://exchanges.state.gov/

e Bureau of Educational and Cultural Affairs: http://exchanges.state.gov/education/

e Bureau of Consular Affairs: http://www.travel.state.gov/

e Visa Services, Public Inquiries Division:

Telephone: (202) 663-1225
Fax: (202) 663-3899

e Internet Visa Information Sources:
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— Bureau of Consular Affairs (Visas): http://www.travel.state.gov/visa/visa_1750.html

— Visa Services (Destination USA Overview): http://www.unitedstatesvisas.gov

— Visa Waiver information: http://travel.state.gov/visa/temp/info/info_1294.html

— National Visa Center (NVC) public: Provides general information on immigrant visa
processing and case-specific information based on the U.S. Citizenship and
Immigration Services (formerly INS) receipt number or NVC case number:

Telephone: (603) 334-0700
Email: NVCINQUIRY @state.gov

U.S. DEPARTMENT OF HOMELAND SECURITY
Main page: http://www.dhs.gov/dhspublic/

U.S. Immigration and Customs Enforcement: http://www.ice.gov/index.htm

U.S. Citizenship and Immigration Services: http://uscis.gov/graphics/index.htm

U.S. Customs and Border Protection: http://www.cbp.gov

US-VISIT (U.S. Visitor and Immigrant Status Indicator Technology Program):
http://www.dhs.gov/dhspublic/interapp/content_multi_image/content multi image 0006.
xml
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Department of State Maximum and Minimum Duration of Participation Rules

Category Minimum Minimum Duration of Maximum Extension Beyond
Duration of Participation for Duration of Maximum Duration of
Participation 1 Sponsors with Program | Participation | Participation is Permitted
Serial G-1, G-2, or G-3 (requires DOS approval)

Alien Physician 3 weeks N/A 7 years Yes
Au Pair 1 year N/A 1 year Yes
Camp Counselor 3 weeks N/A 4 months No
Government Visitor 3 weeks N/A 18 months Yes
International Visitor N/A N/A 1 year Yes
Professor 3 weeks N/A 5 years No
Research Scholar 2 3 weeks N/A 5 years No
Short-Term Scholar N/A N/A 6 months No
Specialist 3 weeks N/A 1 year No
Student:

Associate Degree Student 3 weeks N/A N/A N/A

Bachelors Degree Student 3 weeks N/A N/A N/A

Doctorate Degree Student 3 weeks N/A N/A N/A

Masters Degree Student 3 weeks N/A N/A N/A

Non-Degree Student 3 weeks N/A 2 years No

Secondary Student One academic One academic semester 1 year No

semester (5 months) (5 months)

Summer Work Travel 3 weeks N/A 4 months No
Teacher 3 weeks N/A 3 years Yes
Trainee:

Flight Trainee 3 weeks N/A 24 months Yes

All Other Trainees * 3 weeks N/A 18 months Yes

! Section 62.8 General program requirements.
(b) Minimum duration of program. Sponsors, other than the Federal Government agencies (identified by the program serial, G-1, G-2 and G-3), shall
provide each exchange visitor, except short-term scholars, with a minimum period of participation in the United States of 3 weeks.
2 Extension beyond maximum duration of participation for professors and research scholars is only allowed if the sponsor’s program serial is G-7.
3 The maximum duration of participation for a trainee is 18 months unless a sponsor’s designation is limited by DoS to a lesser amount of time, for example,

a 12-month training program. An extension of a program beyond the 12 months would be considered an extension beyond the maximum duration of
participation and require DoS approval.
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